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Module 1: 3in1 Tool Overview

What is the 3in1 Tool?

Objectives

After completing this lesson, the participant will be able to:
U Describe the main purposes of the 3in1 Tool
U Identify the components of the 3in1 Tool

U Describe how device, procurement and financial management information is
processed using the 3in1 Tool

U Identify key features and benefits of using the 3in1 Tool

What Is the 3inl1 Tool?

The Department of Defense has developed the 3in1 Tool to automate three key processes:
Field Ordering, Receiving, and Payment. This automation replaces the Standard Form 44
manual processes used to purchase supplies and services in contingency environments by
a Field Ordering Officer (FOO) and Paying Agent (PA). The 3in1 Tool records cash-and-
carry type purchases and payment data, when conducting on-the-spot, over-the-counter,
field cash purchases where GPC use is not feasible. The data are transmitted to the prime
database for remote reconciliation and review. The 3in1 Tool is a joint procurement and
financial management solution developed to reduce risk to the field team, improve
procurement and cash management on the battlefield, eliminate wasted time, and provide
immediate visibility into purchases and payments.

Benefits of Using the 3inl Tool

e Eliminates problems associated with paper forms: wasted time duplicating
documents, multiple entries into various systems, illegible handwriting, loss or
damage to paper, storage/reproduction/shipping

e Reduces FOO/PA exposure to travel in hostile areas by reducing trips to multiple
clearance offices by electronically sharing purchase information

e Reduces risk of unmatched disbursements of SF44 purchases
e Reduces risk of payment duplication through electronic verification

e Records all SF44 data, captures receipt images, uploads supporting documents for
electronic filing/clearing

e Eliminates need for field paying agents to calculate foreign currency exchange rates

e Automatically maintains obligations and expenditures by purchase request (PR) or
cash advance

3inl Tool New User Training Page 1



What is the 3in1 Tool? Module 1: 3in1 Tool Overview

Reduces errors and increases accountability with electronic record-keeping and
reconciliation between FOO and Contracting Officer (KO), and PA and Disbursing
Agent (DA)

Provides centralized, electronic analysis of obligations, expenditures, available cash,
and purchase activities

Provides audit trail of all transactions in a designated AOR in the 3in1 Tool system

Links payment and purchase data directly to financial system, eliminating need for
manual entry

3in1 Tool Components

The 3in1 Tool has three main components:

1.

The handheld device is used in the field to input, temporarily store, and then
transmit purchase and payment information. The small, rugged printer provides
field print capability to document cash payments until data is uploaded.

The Workstation application is a hard client application that transmits data to the
prime database/server in a fully connected mode; stores a replica of the prime
database for offline operations; and caches data from the device for later
synchronization with the prime database/server.

The prime database/server, a specialized module within the Joint Contingency
Contracting System (JCCS), is an existing system used to manage and post contracts
and track contractors housed at DISA (DECC).

The 3in1 prime database is used to manage devices and role-based system access;
stores, reports, and analyzes purchase and payment data; and transmits payment/
information to other financial systems and order/voucher and receipt images for
official document storage to Electronic Data Access (EDA).

1 Ruggedized
handheld device

with portable
printer

A workstation
application

database/server /

3in1 Tool Main Components
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What is the 3in1 Tool?

Process

How is the 3in1 Tool used to process device, procurement and financial management
information?

1. Setup: Device, procurement, and financial management information is entered on

the workstation by authorized personnel and then downloaded to the device to set
it up for use by an assigned FOO and PA.

Buying: The FOO/PA teams can processes orders/payments on the device, which
can be immediately transmitted to the prime database/server for daily online
review/clearance.

Clearance: Status of clearance and procurement/financial updates is transmitted
back to the device as they are processed, to update the device.

Business Systems: Once orders have completed the review/clearance process, the
Disbursing Agent can download and transmit payment information to the
Deployable Disbursement System (DDS). Once the voucher number has been
assigned, the prime database/server will transmit the SF44 and receipt image to
EDA for official document storage. (Note: if DDS is not used, the download step can
be skipped and voucher numbers can be manually entered.)

€
\ea'anc
ing C
Bu\j\“

Field Ordering Orders

Officers & available to

Paying Agents < clear online i |n

enter order & Workstation

payment data da|ly

into Device

get Up . t
) aymen -
Procurement m 7 |nfznnat|on N
gnd Elnancial Q3 transferred to
‘ information Disbursing
- entered into
System
Workstation and Y
transmitted to ’
Device B P
g /
in i “e FINS
Mozc‘fu\“e in M S‘tem
Jecs N 7o, Ys \
n
.~ % %o L ‘ Disbursing S ‘
: Database | J g System
. " sends official | | Sendsdatato
record to EDA accounting system

The following figure provides a detailed graphical view, displaying the step by step process
of the 3in1 system automating the SF44 process. Each step shows the actions of each key
player in the 3in1 system.

3in1 Tool Process Overview
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PBO = Property Book Officer @P) = Manual Paper Process document archive
Cmdr = Commander g

Asof: 10 Oct. 10

3in1 Tool System Integration
Key Features of the 3inl Tool

Online/Offline Operations

The device and workstation application each operate independently, storing data until
connectivity to the web is available. The device can transmit via GSM, Wi-Fi, or Ethernet to
the prime database; or via USB or Cross Over cable to the workstation for cache and
forward operations. For security purposes, only one communication port may be active at a
time. Wireless connectivity requires Contracting Officer activation at the time of device
setup. Data size is minimized to accommodate reduced bandwidth.

Authentication/Security

Devices are uniquely registered with the 3in1 Tool prior to activation and data exchange.
Data transmissions are encrypted for maximum security. Users register on the 3inl
Workstation using DoD CAC cards to establish a user ID and DoD-approved strong
password and to obtain approval for role based access to the device or workstation. The
role based access hierarchy approves all access based on designated roles. Secure digital
signatures activated by user names and passwords are used to execute orders by the FOO
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and payment certification by the PA. As each step of the purchase is completed, the
information is locked in a verifiable file and all data and images are transmitted to the 3in1
Workstation/Prime Database. Any tampering with order or payment information is
identified using the validation process when displayed or reported.

Financial Operations

The device automatically calculates the order total and exchange rates. Obligations,
expenditures, and cash availability are tracked on the device and prime database. Financial
officers can increase or decrease PR and CA amounts on the Workstation and transmit to
the device in the field. During fiscal year change over, remaining cash can be re-associated
with a new PR for the new FY when using the Deployable Disbursement System (DDS). The
Disbursing Agent can transfer cleared vouchers electronically to DDS for payment
processing and to reduce the PA’s cash accountability. The PA will only need to return to
the DA to obtain/return cash. After DDS assigns a voucher number to each order and the
data is transmitted back to the Workstation, the SF44 and receipt can be transmitted to
EDA for official permanent document storage. If required, a PA can exchange, return, or add
cash in the field, directly on the device.

Procurement Controls

Procurement controls prohibit purchases in excess of authorized limits or check items
against unauthorized or special approval lists, and display customizable warning messages
on the device. These orders are also flagged during clearance to assist reviewers when
clearing orders/payments.

Receipt and Record of Payment

Vendor receipts are digitally recorded on the device using its onboard camera. Government
receipt of goods and vendor payment are recorded as a digital image of the physical
signature on the device’s touch screen. Accountable items can be flagged and reported for
property book reporting. Final delivery locations can also be recorded for property
accountability tracking.

Online Review/Clearance

When connected, SF44 information is immediately available for review and clearance.
Reviewers can view all SF44 information, receipt image, signatures, and required approval
letters. Reviewers can approve, disapprove, or flag an order and transmit comments or
questions to the field team for response on the device.

Data Backup and Restoration

If a device is damaged, any data not uploaded to the prime database can be retrieved by the
system administrator from the MicroSD card using another device. If a device is stolen, it
can be deactivated from the system by the system administrator from the workstation.
Should a device fail in the field, FOOs can execute manual SF44s with special PIINs issued
during set up and then input the SF44 data, and upload the scanned SF44 into the
workstation for automated review/clearance and payment and storage processing. Data
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processed on the device while offline should be transferred to the prime database or
Workstation as soon as possible, for data backup and clearing.

Additional 3in1 Handheld Device Features

Additional 3in1 Workstation/Prime Database

Features

e Provides access to prices
previously paid for market
research

e Can record vendor location by
GPS coordinates

e Provides ability to attach notes to orders

e Creates vendor/shopping lists to minimize
time in the market

e Reruns an order to quickly process a repeat
order

e (Can returns items ordered, if required

e Fiscal Year cognizance prevents prior year PIIN
use

e FOOs & PAs are linked as a team; multiple
FOOs & PAs can be assigned to a device with
ability to re-associate as needed. Devices can
only be used by assigned FOOs/PAs.

Runs reports such as Individual and Total FOO
Actions and Dollars, PIIN Logs

Generates and issues mass blocks of PIINs
based on DoDAAC, FY, FOO ID, to all assigned
FOOs, or individually

Provides customizable online role based
review/clearance process Runs reports for use
by the FOO, FOO Managers, PA, KO, DO/DA,
and Commander

Uploads supporting documents for retention in
order’s electronic file (i.e. approvals, reviews,
and receipts)

Tracks expenditures, purchases, cash in the
field, obligations, available fund information
daily

Pushes PR,PIINs & procurement updates to
device remotely

Using This Manual

This training focuses on the features of the 3in1 Tool as it used by Resource Managers or
Disbursing Agents. To use a checklist of required tasks for the RM/DA roles, see Appendix

A: RM/DA Task Checklists.

This book contains the following parts and modules:

Module 1: 3in1 Tool Overview
Module 2: Application Setup

Module 3: Application Familiarization

Module 4: Issuing Purchase Requests and Cash Advances

Module 5: The Ordering Process

Module 6: Managing Purchase Orders on the Workstation

Module 7: Clearing Purchase Orders
Module 8:Post-Clearance Operations

Module 9: Updating Financial Information

Page 6
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Module 10: Reporting from the Workstation
Appendices

Appendix A: RM/DA Task Checklists

Appendix B: Data Worksheets

Appendix C: End-to-End Process Diagrams

Appendix D: Acronym List

There are different roles involved in the process of ordering, receiving, and issuing
payments for purchases made using the 3in1 Tool. Therefore, access to the Workstation
features is role-based. Each user is assigned a role, such as Contracting Officer (CO or KO)
or Field Ordering Officer (FOO). The role assignment determines which features can be
accessed.

Lesson Summary

In this lesson, you learned to:
U Describe the main purposes of the 3in1 Tool
U Identify the components of the 3in1 Tool

U Describe how device, procurement and financial management information is
processed using the 3in1 Tool

U Identify key features and benefits of using the 3in1 Tool
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Module 2: Application Setup

Lesson 1: Registering New Users

Objectives

After completing this lesson, the participant will be able to:
U Register new users in the 3in1 Tool Workstation

Identify various roles used in the Workstation

Identify the features that can be accessed by each role

Request a role assignment for a new user

(I N Iy

Upload supporting documents for a new user

Registering a New User

Each 3in1 user must be registered with a user ID and password. Typically, each user
creates his/her ID and password. The feature for registering a new user may be accessed
on the 3in1 Workstation Logon window or from the JCCS web site.

Follow these steps to register a new user from the 3in1 Workstation Logon window:

1. Inthe Windows tool bar, select Start, All Programs, 3in1 Tool Workstation.
Double-click 3in1 Tool Workstation.

ST WWorkstation
&2l JCCS3nl Help
v JCC53nl.Workstation.ContrelCenter |
aunch Manager e
. Maintenance

. Malwarebytes' Anti-Malware

. Memorex exPressit Label Design Studio

. Microsoft Office -

Back

Start Search 2

—
w o = 9

Start, All Programs, 3inl1 Tool Workstation

> '@ nbox - Micro

2. Click OK on the initial warning screen concerning authorized use of this U.S.
Government Information System.
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.

f Warning r— "‘ i! X

You are accessing a U.S. Government (USG) Information System (IS) that is provided
! "\, for USG-authorized use only

By using this IS (which includes any device attached to this IS}, you consent to the
following conditions:

- The USG routinely intercepts and monitors communications on this IS for purposes
including, but not limited to, penetration testing, COMSEC monitoring, network
operations and defense, personnel misconduct (PM), law enforcement (LE), and
counterintelligence (CI) investigations.

- At any time, the USG may inspect and seize data stored on this [S.

- Communications using, or data stored on, this IS are not private, are subject to routine
maonitoring, interception, and search, and may be disclosed or used for any USG-
authorized purpose.

- This IS includes security measures (e.g., authentication and access controls) to protect
USG interests--not for your personal benefit or privacy.

- Motwithstanding the above, using this IS does not constitute consent to PM, LE or CI
investigative searching or monitoring of the content of privileged communications, or
work product, related to personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such communications and work product
are private and confidential.

| ﬂ

Warning Screen

3. Click the Register button in the Logon window.

f ™y

JCCS3n1 User Name |

Password

[Cancel ] [More>:=] [F{egister] [ForgotF‘W][Help ] [ Logon ] m

—

3in1 Tool Workstation Logon Window

The User Registration window opens.

4. Provide information on the Personal Information, Security Questions and Initial
Assignments tabs, then verify your information on the Review tab.

You must complete the tabs in order. For example, you cannot proceed to the Security
Questions tab until the Personal Information tab is filled out correctly.
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Personal Information

1.

2.

Complete all fields in the Personal Information tab. All fields except the Middle
Name, Phone and Fax Numbers are mandatory.

Click the Next button to display the Security Questions tab.

‘?’ User Registration EI@

Personal Information |Security Questions | InitiaIAssignmentl Review|

Username

lthomas
Password ]
Confirm Password s
Service (Civilian -
Rank lCIV v‘
First Name Lisa
Middle Name
LastName Thomas

Phone Number 743-211-3432

Fax Mumber

Email lthomas@apr.com

Cancel Next

User Registration Personal Information Tab

A tooltip is displayed if you make an invalid entry or do not enter a required field. Read the
tooltip for guidance on making a correction. You cannot advance to other tabs until you
complete the required fields on the Personal Information tab.

Password Rules

The following rules apply to creating passwords in the 3in1 Tool Workstation:

Passwords must contain a minimum of 15 characters:

— Include at least one uppercase alphabetic character

— Include at least one lowercase alphabetic character

— Include at least one non-alphanumeric (special) character

When resetting passwords:

— The new password must be different from the previous 10 passwords used
— A user can change a password only once in a 24-hour period

— Users are forced to change their passwords after 60 days

Additional password rules:
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— Only the affected user and administrator can change user’s password
— An administrator can change passwords at any time

If there is a need to reset the Workstation password later, please refer to Module 3:
Application Familiarization, Lesson 1: Navigating the 3in1 Workstation Application.

Security Questions

'ﬂ" User Registration E@
| Personal Information| Security Questions InitialAssignmentl Review|

Question 1 [Whatis your favorite pet's name? 'l

Answer 1 Fred

Question 2 [Whatis your oldest sibling's middle name? 'l

Answer2  andrew

Question 3 [In what town was your first job? ']

Answer 3 Springfield|

Cancel ] l Back ] [ Next

User Registration — Security Questions Tab

1. Select three different security questions from the drop-down lists, then type your
responses.

2. Click Next.
The Initial Assignment tab is displayed.

Initial Assignment

1. In the Initial Assignment tab, specify your Unit Identification Code (UIC), which is a
six-character, alphanumeric code that uniquely identifies each Active, Reserve, and
National Guard unit of the Armed Forces for the contingency operation.
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'ﬂ" User Registration E@
| Personal Information | Security Questions | Initial Assignment |Review|

ulic

N3955A | SelectUnit | | Addunit |

Unit / Organization  pipqyfi Disbursing DSSMN 6870-8

Certificate

Initial Role Request -

Cancel l l Back l l Next

User Registration — Initial Assignment Tab

2. Click the Select Unit button to select
an existing UIC.

The Select Unit window is displayed.

3. In the Select Unit window, under
Search Options, click a radio button
to search for all units or those
serviced by a specific AOR and office.

4. Under Search Results, choose to
display the search results by UIC or
unit name.

The list of units updates to match the
specified criteria.

5. Select a unit from the list, then click
the Select button.

The UIC and corresponding
unit/organization display.

Alternatively, you may need to enter a new
unit into the system, or you may be assigned
to a non-DoD specified unit without an

Voo D=

Units
Search Options
(@) All Units

() Serviced By

Search Results

List =
) Uic @) Unit Name

Criteria
(@) Stats With () Contains

Filter

System Administration (SAUnit)

Unassigned (000000)

USF-1 J6 TC4l (WEHKMW)

CENTCOM Contracting Command (WEHKTH)

E Co 1-63AR (WEJKBEN)

USF-1J8 (B CO STE) (WAT4B0)

1129th FMD (WPSXAR)

266th FMC (WGR7YT)

Theater Property Book Office (TPBO) (WEJKAA)

| Cancel |

Select

3inl Tool New User Training
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assigned UIC.
To create a UIC:

1. On the Initial Assignment tab, click the Add Unit button to display the Unit
window.

2. Fill in the details about the new unit, such as the full name and address.

3. Click the Save button.

(% unit RE=)
Unit Details
EmE Civil Afairs
L 45378
Addressi BLDG 104

Address2 Camp Lemmanier

Address3

Country Dijiboui -

Eiy Djibout
State / Province APO EE

Zip [ Postal Code 093534

Cancel Save

Unit Window

Each user must have an assigned role. Access to most 3in1 Tool Workstation features is
role-based. It is necessary to request a role on the Initial Assignment tab; the role must be
approved before it is activated.

Appendix C, End-to-End Process Diagrams, provides a reference for how different roles
participate in the purchase and clearance process. The number of roles required to operate
the system will depend on how it will be used. Like the SF44, the 3in1 Tool is designed to
be flexible in supporting large, sustained or small, short-contingency operations.

If only a purchase order is going to be executed, then only a KO, System Administrator, and
FOO are required. If a purchase order and payment voucher will be executed, then a System
Administrator, KO, FOO, DA, and PA are required. For large, sustained operations,
additional personnel may be desired to further separate the duties in the system, such as:
Property Book Office, Resource Manager, and additional reviewers.

The roles available in the 3in1 Tool Workstation are as follows:

Field Ordering Officer: Nominated by the unit Commanding Officer and appointed by a
Contracting Officer, has been trained, is qualified and appointed in writing to make
purchases using data provisioned to the 3in1 device by the KO.
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Paying Agent: Appointed in writing by the unit Commanding Officer, and has been trained
and accepted in the PA role to make payments and certify vouchers for purchases using
cash or negotiable instruments. Is assigned a FOO to work with as a team using the 3in1
Tool.

Contracting Officer (KO):

e The individual expressly authorized to enter into, administer, and/or terminate
contracts.

e Isresponsible for activating and deactivating 3in1 handheld devices.

e Acts as the FOO Manager and is responsible for appointing and training FOOs. As the
FOO Manager, is responsible for approving FOOs into their roles in the 3in1
Workstation, provisioning/deprovisioning devices, and assigning them to FOOs,
linking FOOs and PAs into a team, and establishing the procurement controls and
accounting information for that team.

e The KO can also assign PRs established by the RM to the FOO. Ensures all FOO
orders comply with appropriate laws, executive orders, regulation, and other
applicable procedure and approvals.

e The KO reviews and clears orders in the 3in1 Workstation to ensure conformance to
acquisition regulations and to track the purchase of supplies and services.

¢ The KO may also need to perform the role of System Administrator to push
temporary passwords to 3in1 Handheld Devices to unlock them.

e The KO may also need to set up and maintain the AOR and office structure with the
3in1 system

Resource Manager (RM):

e Assigns finance and accounting information, the Line of Accounting (LOA) on the
Purchase Request (PR) and enters the PR information into the 3in1 prime database
from the 3in1 Workstation.

e Records changes to the PR amount in the Workstation for transmission to the 3in1
device.

e Reviews orders and payments in the 3in1 prime database, using the 3inl
Workstation, to ensure conformance with financial regulations, to track the costs of
supplies and obligations of funds, and to obtain payment information for manual
update in the accounting system.

Property Book Officer: The PBO maintains inventory records of supplies, equipment and
other tangible assets for the requiring activity. The PBO reviews and clears orders in the
3in1 prime database, using the 3in1 Workstation, to ensure that pilferable and accountable
items that have been purchased are entered into the unit’s property book.

Disbursing Agent (Finance Officer): The Disbursing Agent (DA) is responsible for
maintaining obligations and cash advances in the prime database. The DA uses the 3in1
Workstation to enter cash advances to PAs for payments on orders. The DA reviews
payments in the 3in1 prime database, transfers approved 3in1 payment data to the
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Deployable Disbursing System (DDS), captures the voucher number assigned to the order
by DDS, and enters the voucher number on the order in the 3in1 prime database.

Note: If DDS is not used, accounting reports can be generated and downloaded to Excel for
manual accounting by the finance office, and the voucher numbers can be manually added
on the 3in1 Workstation.

AOR Administrator: A role created for the 3in1 Workstation specifically to add or edit
Areas of Responsibility (AORs) and various types of offices within each AOR. No other role
can add or edit an AOR.

Reviewer: Allows a person to be added to the clearance workflow to review orders beyond
those previously listed with a review type authority. This may be a units Commander or
Deputy Commander who may need to review and approve the purchase prior to
contracting and finance clearing the order and voucher.

System Administrator: A “super user” who can access all 3in1 Tool Workstation features.
This is a standard role in most software applications. This person is usually responsible for
managing user accounts and setting up general application features, such as creating AORs
and offices.

To make an initial role request for a new
user: Initial Role Request

Contracting Officer = |
1. In the Initial Assignment tab, in the AOR antracting
r- Field Ordering Officer
select a role from the Initial Role Finance Officer
Request drop-down list. Paying Agent
Property Book Officer
2. Forall roles except the FOO, specify the Resource Manager

associated AOR and office. For example,
if you select Contracting Officer, you need to specify your Area of Responsibility and
assigned Contracting Office.

3. Inthe Certificate field, select the appropriate certificate for digitally signing
documents and forms using the 3in1 Tool Workstation. For training purposes on
non-CAC systems, the Certificate field is optional.
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W User Registration E=% EoN %=
| Personal Information | Security Questions | Initial Assignment |Review|

uiC

N3985A | SelectUnit | | AddUnit |

Unit/ Organization  pjipouti Disbursing DSSN 6870-8

Certificate

Initial Role Reguest [Finance Officer _]

AOR [CJTF-HOA v

Office [ Disbursing Dijibouti DSSN: 68708 + |

Cancel l l Back ] [ Mext

Initial Assignment Tab
4. Click Next.

The Registration Review window is displayed.

3inl Tool New User Training

Page 17



Lesson 1: Registering New Users Module 2: Application Setup

Finishing the Registration Process and Uploading Supporting

Documents
'ﬂ" User Registration E@
| Personal Information | Security Questions InitjalAssignment| Review |
Username lthomas1
Service Civilian
Rank cIvV
First Name l=a
Middle Mame
LastName TremEs
Phone Number 743-211-3432

Fax Number
Email

Initial Role Request

Unit/ CQrganization

lthomas@apr.com

Finance Officer
Djibouti Disbursing DSSM 6870-8

cancal |

User Registration Review Tab

1. Review the information on the Review tab.

2. Ifyou need to change anything, click the Back button and make edits. Otherwise,
click the Finish button to complete the registration.

3. The following dialog box asks if you want to attach a document. Click Yes to upload a
577 form, appointment letters, or other document file. Otherwise, click No.

Attach Document to New User E3

:I Do you want to attach document to this new user?

ves || Mo

Page 18
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4. Inthe Attach Document dialog box, select the document type.

¥ vt Doment [l (S

Comment

p ﬁ
. APPOINTMENT
File

APPROVAL
EXCHANGEMEMO
OTHER
PHOTO
PURCHASEREQUEST
RECEIPT
SF44

5. Click the Browse button to select the document.

6. Click the Upload File button to attach the document file.

Comment
Appointment Letterd

Tipe [APPOINTMENT g
Fle  C:\Program Files'Microsoft Office’

| UpoadFie | | Cancel ]

You have now completed the registration and may log in to the 3in1 Tool Workstation. See
Module 3: Application Familiarization, Lesson 1: Navigating the 3in1 Workstation
Application for details on how to log in to the Workstation.

Web-Based User Registration

As an alternative, new users can register using JCCS. Users can also access 3in1 web-based
reporting and clearance features.

To register a new 3in1 Workstation user on the JCCS web site:

1. Navigate to the following link from your Internet browser:
https://www.jccs.gov/3IN1/Login.aspx
2. Select CAC/Digital Certificate Users.
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3. Select your DOD certificate.

The JCCS web page is displayed.

Links

FAQS

AGATRS Training Site
AGATRS User Guide

JCCS User Guide
JCCS/AGATRS Email Helpdesk

3inl Download Page
3in1 Email Helpdesk

New User?

VI d—

Headlines and Notifications

r

r

r

iccs Attention: ALL USERS o
11/08/2011

m

For ALL JCCS support inquiries, please contact the JCCS Support
Team:

* CONUS Helpdesk

Jces Attention: ALL USERS
10/20/2011
JCCS Web Enhancements Live!

Enhancements to the following areas of the JCCS wWebsite have bee
released:

* Solicitations and Responses
+ Vendor Registration
* Vendor Vetting

This website upgrade does not require any user actions.
For additional support, please contact the JCCS Support Team:

* OCONUS Helpdesk
+ CONUS Helpdesk

ALL USERS Attention: PROCESS CHANGE
09/01/2011

The JCCS database has been updated to include NATO Commercial
and Governmental Entity (NCAGE) Codes to registered Host Nation -

I I

JCCS Web Page on CAC-Enabled Systems

4. Select 3in1 from drop-down list.

5. Click the green arrow beside New User?

[€ 3N1 Lo ;i g
€ ) (ot €| httpsy//jccs.bta.mil/3INL/Login.aspx
¢ Favorites

85+ | @ Secure Access VPN Portal .. | @ 3IN1 Login Page x|

Joint Contingency Contrac

Joint Contracting and Contingency Services

ystem (JCCS) =

ACSA Global Automated Tracking and Reporting System (A€

Headlines and Notifications

Links

FAQS

AGATRS Training Site
AGATRS User Guide
JCCS User Guide
JCCS/AGATRS Email Helpdesk

3in1 Download Page
3in1 Email Helpdesk

CAC Login

‘ New User?

r Jccs Attention: ALL USERS
11/08/2011

For ALL JCCS support inqui
Team:

* CONUS Helpdesk

r Ad Attention: ALL USERS
10/20/2011
JCCS Web Enhancement

Enhancements to the folloy
released:

* Solicitations and Res
* Vendor Registration
I Prr e

6. The first of several registration screens is displayed. Fill in the registration screens
that prompt you for personal information, security questions, and initial
assignment. These screens are identical to those described earlier, used when
registration is launched by clicking the Register button on the Workstation Logon

dialog box.

Page 20
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e A W NS WG Y

5 | 2 nttpsjecs.bta. mil/3INL/UserRegistration.aspx v 04

i Favorites |95 - | @ Secure Access VPN Portal .. | & User Registration

User Registration

Personal Information

n

Username Alex. Wilson

Password ssssssssssssses

Confirm Password sesssssssssssss

First Name Alex

Middle Name

Last Name Wilson

Phone Number

Fax Number

E-mail awnson@ilmtuo\.kom

Web-based User Registration — Personal Information Screen

A message confirms a successful registration after you have completed the Personal
Information, Security Questions, and Initial Assignment Request screens. After an authority
approves your role, you may start using the 3in1 Workstation.

Role-Based Access to 3in1 Workstation Features

Some 3in1 Workstation features are available to only those users who are assigned a
specific role. For example, any role can access the Reports feature, but only a Contracting
Officer can issue mass PIIN blocks. The following figure provides a list of 3in1 tasks that are
performed by each role in the 3in1 Workstation.
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3in1 Tool Process By Role

Commander Resource Manager | Disbursing Agent Paying Agent Contracting Officer Field Ordering
(RM) (DA) (PA) (KO) Officer (FOO)

User Registration
5 :

Admi

Satup AOR, RCC,
Controls, Clearances

User Registration r — | User Registration
RM Approves) | (6] Appoint FOO; KO Approves

APRIOVE ROIES

FA Appointment,
FOO Nomination 4 fl
Letters ser Registration ser Registration
{Sys Admin Approves) Admin Approves

(Sys Admin Approves)

7 I Process Cash

Setup Device,
Assign FOO/PA, PliNs,
Procurement Controls,
learance Flow”™

Cash to PA,
Sign DD 1081

(I Receive Cash
@ — Sign DD 1081
Enter Cash
Advance* 12
T | Provision Davice ive and Set Up

Device

lect Funding, Enter
Vendor & Item Info,
Signature

14

| Receive Goods if
Customer Unavailable

Print SF44 for
PA’'s Receipt for
17y  Payment

18
| B Upload Support

@ Eament” L— ——
; . i
Paym Review Order/ Clear Order™
Payment™

LEGEND
Download PA i .
Paymants to File B pocument 3in1 Device
3in1
it |
Upload Payments and U Oap :muamon Workstation
Process in DDS
Download Voucher Cl Manual Input Dps
MNumbers to File
|:|:|:| Automated
Upload Voucher Process
Mos. to 3in1

@ I |

| | 3in1 System Transmits Archived SF44 Data/Receipt Image to EDA | |

* The RM/DA/KO updates financial/procurement information in the Workstation as
needed. All updates are downloaded to the device when connected to the network.
**The sequence or number of reviewing personnel or offices can be tailored by RCC.
**DDS=Deployed Disbursing System (Note: If DDS is not used, 23 and 24 can be
omitted and voucher numbers can be manually entered.)
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Lesson Summary

In this lesson, you learned to:

Q

(I I W

Register new users in the 3in1 Tool Workstation
Identify various roles used in the Workstation
Identify the features that can be accessed by each role
Request a role assignment for a new user

Upload supporting documents for a new user

3inl Tool New User Training
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Module 3: Application Familiarization

Lesson 1: Navigating the 3in1 Workstation Application

Objectives
After completing this lesson, the participant will be able to:

U Login to the 3in1 Tool Workstation using a valid username and password
Log in to the 3in1 Workstation using a Common Access Card (CAC)
Navigate the 3in1 Tool Workstation main menu
Retrieve/reset a forgotten password

Change a user password on the 3in1 Workstation

U 0DO0O0

Contact the system administrator to obtain a temporary password if the user is
locked out of the Workstation

Log in to the 3inl Tool Workstation
To log in to the 3in1 Tool Workstation:

1. Inthe Windows tool bar, select Start, All Programs, 3in1 Tool Workstation.
Double-click 3in1 Tool Workstation.

) JCC53nl Workstation

T s3nl Help T —
‘ L JCC53nl. Workstation.ControlCenter | >
~Launch Manager "]

; Maintenance

| Malwarebytes' Anti-Malware

| Memorex exPressit Label Design Studio

J Microsoft Office -

41 Back

Start Search yo)

—
::. (ol @ 7 "® nbox- Micro

Start, All Programs, 3inl1 Tool Workstation

Alternatively, double-click the 3in1 Tool Workstation shortcut icon on your desktop,

if it has been set up.
2. Click OK on the initial warning screen concerning authorized use ﬂ%‘
of this U.S. Government Information System.
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.

I]Warning r— — ‘ @

. You are accessing a U.5. Government (USG) Information System (IS) that is provided
! ", for USG-authorized use only

By using this IS (which includes any device attached to this IS}, you consent to the
following conditions:

- The USG routinely intercepts and monitors communications on this IS for purposes
including, but not limited to, penetration testing, COMSEC monitoring, netwaork
operations and defense, personnel misconduct (PM), law enforcement (LE), and
counterintelligence (CI) investigations.

- At any time, the USG may inspect and seize data stored on this IS.

- Communications using, or data stored on, this IS are not private, are subject to routine
monitoring, interception, and search, and may be disclosed or used for any USG-
authorized purpose.

- This IS includes security measures (e.g., authentication and access controls) to protect
USG interests--not for your personal benefit or privacy.

- Motwithstanding the above, using this IS does not constitute consent to PM, LE or CI
investigative searching or monitoring of the content of privileged communications, or
work product, related to personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such communications and work product
are private and confidential.

| )

3. Enter your user name and password on the Logon window. (The user name and
password are created during registration, which is explained in Lesson 1: Registering
New Users.)

4. Click the Logon button.

' JCCS3n1 Workstation Logon

JCCS3n1 User Name lthomas

Password

Logon in Online Mode

| Cancel | | More>> | | Register | | ForgotPW | | Help | [ Logon |

3in1 Tool Workstation Logon Window

By default, the Workstation Logon dialog box is set for online mode, which means the
Workstation will be connected to the 3in1 prime database. An Internet connection is
required to work in online mode.

In situations where your connection is unreliable, you may want to purposely work offline
and control when you go online to update your information. Switch between online and

Page 26 3inl Tool New User Training



Module 3: Application Familiarization Lesson 1: Navigating the 3in1 Workstation Application

offline mode using the File, Connection Status command, which is explained in Module 3:
Application Familiarization, Lesson 2: Going Offline with the 3in1 Workstation.

The 3in1 Tool Workstation main menu is displayed in a new window.

Login Rules
The following rules govern login procedures for the 3in1 Tool Workstation:
e Avalid user name and password must be entered

e A user may make three (3) consecutive invalid login attempts during a 20 minute
time period. After the third invalid attempt, the user is locked out for 20 minutes,
after which he or she can try to log in again.

e After the 20 minute denied access period, if the user tries to log in using invalid
credentials, three consecutive times, the user will be locked out permanently until
the account is unlocked by the system administrator/help desk technician.

Note: The number of invalid attempts resets after the 20-minute period.

Users who become locked out of the Workstation should ask the 3in1 system administrator
to temporarily reset their password. The system administrator will reset the password and
send a temporary password to the user. The temporary password can only be used once
and the user will be forces to reset their password. They should also reset their three
security questions.

Logging in using a CAC

Users now have the option of logging into the 3in1 Workstation with their Common Access
Card (CAC), after registering it with the 3in1 system. If your CAC is not yet registered with
the 3in1 system (or you need to change your CAC information in 3in1), see the subsection
CAC Workstation Registration.

After opening the 3in1 Workstation application, and passing the initial warning screen, CAC
users will see the Select Client Certificate screen.

To log in to the 3in1 Workstation using a CAC:
1. Ensure that the CAC is properly inserted into the card reader.
2. Double-click the 3in1 Tool Workstation icon on your desktop.

After opening the 3in1 Workstation application, and passing the initial warning
screen, CAC users will see the Select Client Certificate screen.

3. Choose a certificate from the Select Client Certificate screen. Click the Select button.
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Select Client Certificate

Friendly Name lssued By Expiration Date

BRUSKO ANDREW PAUL.... CN=DOD CA-23,OU=PKI, .. 8/10/2012 7:53 PM

[ Password Login ] [ View ] |Online M [ Select

4. Enter the PIN for the CAC. Click Ok.
ActivClient Login K<)

Actividentity

ActivClient

Flease enter your PIN,

PIN wwwws

5. In general, a CAC will only be associated with a single 3in1 user. Select a user from
the list, then click the Select button.

¥ Select JCCS3n1 User M=)l *%|

The selected certficate is associated with multiple JCCS3n1 users.
Please select the user you would like to use.

KO, Alex (alex ko)

PA, Alex (glex pa)

PBO, Alex (alex pbo)

DA, Alex (alex da)
Brusko, Andrew (abrusko)
FOO, Alex (alex foo)

RM, Alex (@lex m)

PA, Joseph (joseph pa)

Cancel Seled\b

6. You are logged into the 3in1 Workstation under the selected user.

CAC Login Options

If you do not want to log in to 3in1 with a CAC, simply click the Password Login button on
the Select Client Certificate screen. You can also view certificate details of the selected CAC
certificate by clicking the View button.
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By default, the 3in1 system defaults the login to “Online” on the Select Client Certificate
screen. To log in to an offline replica with your CAC, select an offline replica from the

dropdown menu, as shown below.

Select Client Certificate

Friendly Mame

lssued By Expiration Date

BRUSKO.ANDREW.PAUL.... CN=DOD CA-23, QU=PKI, .. 810/2012 7:53 PM

Password Login

H View ]

Orline] v [_Select

Online
abrusko,Integration Cffline
abrusko1/Integration Offline
alex.da/Integration Offline
alex foo/Integration Offline
alex koo Integration Offline
foo.int/Integration Offline
jason ko/Integration Offline

Choose to work online or offline using the drop-down options

CAC Workstation Registration

Follow the steps below if your CAC is not yet registered with the 3in1 system (or you need
to change your CAC information in 3in1), and you are a registered user in the 3in1 system

(you have a username/password):

1. Ensure your CAC is inserted into the card reader.

Log in to the 3in1 Workstation using your username/password.

2
3. Select File, Profile Management, User Profile from the main menu.
4

On the User Profile screen, click the Change Certificate button.
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5. Select the client certificate, then click the Select button. Enter your CAC PIN if
prompted.

Select Client Certificate

Friendly Name lzssued By Expiration Date
BRUSKO.AMDREW.PAUL... CN=DOD CA-23, OU=PKI, ... 8/10/2012 7:55 PM

View Cartficate (_seect [

Your current CAC information will now be registered with the 3in1 system, allowing you to
log in with your CAC in the future.

3in1 Tool Workstation Main Menu

- - 4 )
v JCCS 3n1 Workstation Control Center - [Dashboard]

W File SetUp Device Management Financial Purchase Order Reports/ Extracts Help

3inl Tool Workstation Main Window

The 3in1 main menu options are listed along the top of the Dashboard. Simply click a menu
option and then select from the submenu. The feature opens in a new window. It is possible
to open multiple windows so you can quickly move between features.

The following is an overview of the key features listed on the main window. Each will be
explained in subsequent lessons.

File: Change or verify connectivity mode; attach documents to PRs or users; upload cleared
purchase orders; manage user and unit profiles; register new users; and exit the 3in1Tool
Workstation application

Set Up: View AORs and associated offices, manage user roles, view procurement control
policies, and review default clearance administration

Device Management: No features under this are available to an RM or DA

Financial: Review or manually add purchase requests; disburse funds; update, close or
cancel purchase requests; and exchange data with DDS

Purchase Orders: Look up and clear POs; and view FOO shopping lists

Reports: Select from a list of standard reports and produce them in different formats;
download orders/vouchers by FOO/PA for backup
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Dashboards for Resource Managers and Disbursing Agents

When a Resource Manager (RM) or Disbursing Agent (DA) logs in to the Workstation, there
is an option to display the Dashboard, in addition to the main menu explained above. The
Dashboard is customized for each user. The top portion displays your assigned AOR, office
and unit. In addition, the number of units and PAs that you manage are displayed.

v JCCS 3n1 Workstation Control Center - [Dashboard] W ‘ ‘ [_‘_ﬂ

W File SetUp Device Management Financial Purchase Order Reports / Extracts Help

Welcome Lou Baker!

AOR: CJTF-HOA

Office:  CJTF-HOA

Unit: CJTF-HOA CCO

Tuesday. February 14, 2012 Local Time: 201 PM I

Notifications: (click to select)

w ) 1FOO orders are pending approval

| @  1FOOs withless than 10% PR funding available

Hot Links: (click to select)

FOO/Device Set Up Links Report Links
Add New Purchase Request L] Accounting Log
Commit/Decommit Purchase Request ® Finance Office Funds Infc

Cancel/Close Purchase Request

Administrative Links
Clear Order

L] View Order Details
® Update User Profile Information

Il Integration Online Baker, Lou (Ibaker)

Dashboard for Resource Manager
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% JCCS 3n1 Workstation Control Center - [Dashboard] m . e i e [ e ]
W File SetUp Device Management Financial Purchase Order Reports / Extracts Help -8 x
‘Wm Welcome Lisa Thomas! EWI-

3 AOR:  CJTF-HOA 3 I
Office: Disbursing-Djibouti DSSN: 6870-8
Unit. USF-1 J6 TC4l
PA Managed 21

Tuesday. February 14, 2012 Local Time: 2.03 PM H

Notifications: (click to select)
o 1PAJFOOs have responded to your flag ’
L] 2 Orders are pending approval

Hot Links: (click to select)

(] Input Appointment Date Clearance Information R

FOO/Device Set Up Links Report Links
L] Fund PA ’

Accounting Log
Mass SF44 Download

Print/Display SF44

Finance Office Funds Infc

(] Return Funds

e & ¢ o o

Administrative Links
[ Clear Order

L] View Order Details

L] Create DDS Extract

Refresh Close |

I Integration Online Thomas, Lisa (ithomas)

Dashboard for Disbursing Agent

The HOT LINKS section provides clickable shortcuts to frequently used Workstation
features for a DA. For example, click View Order Details in the Administrative Links
section to go directly to the Purchase Order window.

Review the Notifications section for recent updates, such as the number of FOOs who have
responded to clearance flags, the number of orders pending approval, or number of FOOs
or PAs who have less than 10% cash available. Click a notification to go directly to the
relevant area of the program. For example, to clear pending purchase orders, click the “x
Orders are pending approval” notification. You can then select from a list of FOOs with one
or more pending orders and then go to the Clear Purchase Order screen.

To update the Dashboard at any time, click the Refresh button m

in the bottom left corner. You may leave the Dashboard open Connection Status R
while accessing other areas of the program using the menu bar. Dashboard

To close the Dashboard, click the Close button in the bottom
right corner. To re-open the Dashboard, select File, Dashboard.

Documents 3
Profile Management  »

Displaying the Dashboard is optional. To change this setting, go Offline Management  »
to File, Profile Management, User Profile. See Module 3: Register New User
Application Familiarization, Lesson 3: Managing User Exit

Information.
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Workstation Software Updates

Each time that a user logs in to the Workstation, the application automatically checks for
software updates; a status box is displayed while the checking occurs. Software updates are
performed automatically and do not require any action on the user’s part.

Forget Your Login Password?

If you forget your login password, click the Forgot Password button (on the Logon
window). You will be asked the three security questions which were answered during the
user registration process. If you provide correct answers to all three questions, you can
retrieve/reset the password yourself. If you cannot correctly answer the three questions,
after three attempts, the system administrator will have to reset the password.

Changing Your Login Password

Any Workstation user can change his or her Workstation login password using the
following steps:

1. Start the 3in1 Workstation.

2. Inthe Logon window, type your user name and current password.

¥ JCCSIn1 Workstation Logon ESREER=C

JOCS3n1 User Name  jbartlett

Password

’Cancel ] [More:>>] lHegister] [ForgotF‘W”Help ] [ Logon l

. — A

3. Click the More button to display the New Password fields.

4. Type the new password twice.

W JCCS3n1 Workstation Logon = ===
JCCS3n1 User Mame jbartlett

Password
MNew Password

Confirm Password

lHegister] [Fnrgnt PW] [ Help ] [ Logon l

5. Click the Logon button. A confirmation dialog indicates the password change was
successful.
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Password Rules
The following rules apply to creating passwords in the 3in1 Tool Workstation.

e Passwords must contain a minimum of 15 characters:
— Include at least one uppercase alphabetic character
— Include at least one lowercase alphabetic character
— Include at least one non-alphanumeric (special) character
e When resetting passwords:
— The new password must be different from the previous 10 passwords used
— A user can change a password only once in a 24-hour period
— Users are forced to change their passwords after 60 days
e Additional password rules:
— Only the affected user and administrator can change user’s password
— An administrator can change passwords at any time

Lesson Summary
In this lesson, you learned to:

U Login to the 3in1 Tool Workstation using a valid username and password
Log in to the 3in1 Workstation using a Common Access Card (CAC)
Navigate the 3in1 Tool Workstation main menu
Retrieve/reset a forgotten password

Change a user password on the 3in1 Workstation

O 000D

Contact the system administrator to obtain a temporary password if the user is
locked out of the Workstation
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Lesson 2: Going Offline with the 3in1 Workstation

Objectives

After completing this lesson, the participant will be able to:

U Describe the differences between working online and offline using the 3in1 Tool
Workstation

U Change from working online to working offline for the first time

U Subsequently switch between working in Online and Offline modes

Working Online or Offline

The 3in1 Tool Workstation application can run standalone (offline) or connected to the
3in1 prime database. An Internet connection is required to work in online mode. However,
you can work offline and then upload your work to the 3in1 prime database when a
connection can be established. In situations when your connection is unreliable, you may
want to purposely work offline and control when you go online to update your information.

Note: A pre-requisite for working offline is to initialize the local 3in1 Workstation
database on your computer.

To check your current connection status, select File, Connection Status. The checkmark
indicates whether you are working online or offline. The connection status is also displayed
in the bottom left corner of the screen.

¥ sccs 3 n 1 WordBIGR Goria e

FiIe|SetUp Device Management  Financial  Purchase Order

| Connection Status 4 |E Online
Dashboard Offline
Documents 4 Check Connection Status
EDA Upload Speed Test

Profile Management »
Offline Management  »
Register New User

Exit

File, Connection Status Menu

Checking Your Connection to the 3in1 Workstation

To verify a connection to the 3in1 prime database, select File, Connection Status, Check
Connection Status. If a connection to the 3in1 Workstation exists and you are already
online, the following message is displayed.
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_— [ —

I Your connection to JCCS has been verified

Connection Status Dialog Box

If you are working offline and a connection to the 3in1 prime database can be made, the
following dialog is displayed. Click Yes to switch online. See the Going Back Online section
for additional steps to synchronize data between your computer and the 3inl prime

database.
] )

I.-”"_"\-. Your connection to JCCS has been verified, Would you like to switch to

W online mode now?

Connection Status Dialog Box

Checking Your Synchronization Settings

To ensure data is synchronized between your computer and the 3in1 prime database,
check your personal data synchronization settings before working offline. Select File,
Profile Management, User Profile. See Module 3: Application Familiarization, Lesson 3:
Managing User Information for more information.

Working Offline for the First Time

Switching from online to offline mode requires creating a copy of relevant data from the
3in1 prime database on your computer, called a local replica. The process is slightly
different the first time that you switch from online to offline mode.

Follow these steps the first time that you change from working online to working offline.

1. While working online, select File, Offline Management, Generate New Local
Replica.

Page 36 3inl Tool New User Training



Module 3: Application Familiarization Lesson 2: Going Offline with the 3in1 Workstation

Connection Status
Dashboard
Documents »
EDA Upload

Profile Management  »
Offline Management »
Register New User

Generate New Local Replica

Update Local Replica
Synchronize Local Replica

Bxit

Change Sync Settings

2. In the following dialog box, select No because there is no existing replica to
synchronize, since this is the first time you are going to work offline.

Generating a new local replica will delete the existing local replica, Any
data which has not been synchrenized with JCC5 will be lost, Weould
you like to initiate data synchronization now?

Yes I l Mo

3.

A new window opens so you can follow the progress of generating a new local
replica on your computer. When the process is complete, close the window.

‘Removing old provision...
Creating new provision...
Creating local database. .
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4. Select File, Connection Status, Offline.

You may now start working offline.

Going Back Online

If you work offline for a while, then want to switch to working online, you must
synchronize your local database with the 3in1 prime database to upload changes to the
3in1 prime database.

1. Select File, Connection Status, Online.

Now you need to upload to the 3in1 prime database all the data that you worked on
while offline.

2. Verify that you have a working Internet connection.

3. Verify you are in Online mode. Select File, Connection Status, Online (should have
a checkmark).

4. Select File, Offline Management, Synchronize Local Replica.

A new window opens, displaying the synchronization process in progress. The
synchronization is bi-directional, meaning data from your local database is uploaded
to the 3in1 prime database and data from the 3in1 prime database is downloaded to
your local database.

o5 Synchronization Progress =[] ]

Synchronization complete...

5. A message is displayed when synchronization is complete. Close the window. You
may continue working online.

Going Back Offline

Earlier instructions were provided for working offline for the first time. The steps are
different if you have already worked offline once, then switched to working online, and
subsequently want to switch back to working offline. You need to delete the existing replica
and replace it with a more current database before going offline.

Follow these steps to switch from online to offline mode:
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1. While still working online, select File, Offline Management, Synchronize Local
Replica. This updates your local database with the most current data from the 3in1
prime database.

2. Select File, Connection Status, Offline.
You may start working offline.

When you are ready to work online again, follow the steps above in Going Back Online.

Tips for Working Offline

The following role-based limitations apply when working offline:
Reviewers (KO, RM, and DA) can view:
¢ Information relevant to only their assigned AORs and Offices.
¢ Financial information for only those users assigned to the reviewer’s AOR and Office

e Only the purchase orders in their clearance queues. They cannot look up other
purchase orders.

Reports that are run in offline mode include only the information that is in the reviewer’s
local replica. It will not include information about any POs that were not in the reviewer’s
clearance queue when he/she went offline.

Users will have to synchronize data every time they make a change. Any changes to
provisioning a device, financial administration, or order clearance will not be sent to the
device until users go online and synchronize with the prime database.

Offline Conflict Resolution

When you work offline for a while, then re-connect to the 3in1 prime database, the system
needs to synchronize your changes with the prime database, which may contain changes
that were made since you went offline.

While it is not feasible to cover every scenario that may occur, clearance conflicts are the
most likely. Specifically, if multiple users in the same clearance flow go offline and work on
the same orders, then go back online at different times, with conflicting
approval/disapproval of the same orders, the 3in1 system will resolve the conflict
automatically and notify affected users.

As a general rule, the 3in1 system will give precedence to the Disapproved/Flagged
command over the Approved command, and will return an order to the clearance level
where the conflict originated.

Assume User 1 and 2 are in the same clearance flow. Both have the same clearance level
and an order in their clearance queues. Both users create a local replica and go offline.

User 1 approves the order while offline, and then synchronizes when she goes back online
a day later. The order moves to the next clearance level in the prime database.
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User 2 disapproves the same order while offline, and then synchronizes when he goes back
online a day after User 1 went back online.

This scenario will create a conflict in the 3in1 system. User 1 will receive an email stating
that a conflict has been created regarding the specific purchase order. 3in1 will
automatically resolve this conflict by negating User 1's approval (and any additional
approvals made at higher levels of clearance for the order) and will return the order to
User 1 and User 2's clearance level, and mark it as Disapproved. User 1 will receive another
email when this conflict has been resolved.

To take the scenario farther, if other users in the clearance flow approved the order after
User 1 went online, but before User 2 went back online, they will each receive two emails;
one notifying them of the conflict, and another informing them of the conflict resolution.
These users do not need to take any action, because the system resolved the conflict
automatically.

After resolving the conflict, the system handles the order normally, and requires the order
to be approved before sending it to the next level of clearance.

It is recommended that all users involved in the clearance process synchronize their offline
replica to obtain the latest information regarding the conflict resolution that happened on
the server. The latest result of conflict resolution that was created by the server will be
available in online mode, but individual users are responsible for synchronizing their
offline replicas and keeping them up-to-date.

Lesson Summary

In this lesson, you learned to:

U Describe the differences between working online and offline using the 3in1 Tool
Workstation

U Change from working online to working oftline for the first time

U Subsequently switch between working in online and offline modes
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Lesson 3: Managing User Information

Objectives
After completing this lesson, the participant will be able to:
U Edit user information on the User Profile window
U Change a unit assignment
U View a user’s certificate
U Choose to receive email notifications within the 3in1 system

U View user role assignments using the Manage Users feature

Accessing User Profile Information

Users can access their account information by selecting File, Profile Management, User
from the main menu. The User Profile window opens.

Your user information is displayed by default. You may edit most of the fields. Start by
clicking the Edit button at the bottom of the screen.

v User Profile EI
User Information | Offline Settings | Security Questions
Usemame Ibaker Receive Email Natifications
First Name Lou Allow Device Originated Cash Advance
Middle Name Load Dashboard On Start
Last Name Baker
Service Agency Contractor - Security
Rank - -
Phone Number

Fax Number

Email Ibaker@apr.com

Uit CJTE-HOA CCO (N3854A) Change Unit
Appointment Date

Redeployment Date

Termination Date

User Profile Window
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Editing User Information

Edit user contact information as well as the security questions used when users forget their
login passwords. Add Appointment, Deployment, and Termination Dates in the fields
provided. The suggested date format is mm/dd/yyyy.

Enabling Email Notifications

Mark the Receive Email Notifications checkbox to receive emails generated by the 3inl
system during the clearance process. When one reviewer finishes and approves a PO, it is
sent to the next reviewer’s queue, based on the clearance configuration that has been
established using the Provision Device feature. Typically, a notification email is sent to the
next reviewer. A valid email address must be provided on the User tab, and the Receive
Email Notifications check box must be marked. If it is unmarked, the user will not receive
3in1 system-generated emails.

Load Dashboard on Start

To display the Dashboard upon user login, mark the Load Dashboard on Start checkbox.
Leave it unmarked to display only the Workstation main menu. Dashboards display status
messages and clickable shortcut links for users who have the role of Disbursing Agent (DA)
or Resource Manager (RM). For more information about Dashboard content, see Module 3:
Application Familiarization, Lesson 1: Navigating the 3in1 Workstation Application.

Synchronizing Options

The Synch check boxes on the Offline Settings tab determine how data on your computer is
synchronized with the 3in1 prime database, in the event that you work offline and then
return to work online. Offline/online modes are explained in Module 3: Application
Familiarization, Lesson 2: Going Offline with the 3in1 Workstation.

? User Profile
User Information | Offine Settings | Security Questions
Sync On Start
Sync On Exit

Document Sync Size Limit (These settings affectwhich documents are included in your local replica. Use the Small setting if you are working in an
environment where there is low available bandwidth..)

Medium (SF44s & Receipts) Large (SF44s, Receipts & Images) Custom

User Profile Offline Settings Tab

Sync on Start - Synchronize data immediately after logging in to the Workstation.
Sync on Exit - Synchronize data after logging out of the Workstation

Document Sync Size Limit - These options allow users in low bandwidth areas to
decrease the time it takes for their local replicas to synchronize by including only certain
items in their local replicas. It is recommended that users with low bandwidth choose
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Small, or select Custom (the default is 200 kilobytes). Users in areas without major
bandwidth constraints should choose Large.

Small - Includes only SF44s in local replica

Medium - Includes SF44s and receipts in local replica

Large - Includes SF44s, receipts, and images in local replica

Custom - Includes documents equal to or smaller than the entered document size
limit (in kilobytes) in local replica

O O O O

Changing the Unit Assignment

If you need to change your unit assignment, click the Edit button at the bottom of the User
Profile window, then click the Change Unit button.

Phaone Number

Fax Number
Email lbaker@apr.com
Unit CJTF-HOA CCO (N3654A) Change Unit ]

User Profile Window — Change Unit Button

This opens the Select Unit window. Use the filter settings to narrow your search for the
appropriate unit. Select a unit in the results box, then click the Select button.

Units
Search Options
(@) All Units

() Serwviced By

Search Results
List =
@ uic ) Unit Name
Criteria

(@) Starts With (") Contains

Filter

3955A
40263
40623
45874
55115
ALEX76
CH102
DH23T
HASE6

o

Select Unit Window
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Subscriptions

Use the Subscriptions feature if you need to download data belonging to other offices or
users before going offline to work. All subscription data will be included in your offline
database.

To add user and/or office subscriptions:

1. On the User Profile window, click the Subscriptions button. The Offline Data
Subscriptions window is displayed.

2. On the User Subscriptions tab, click the Add button.

s~ Offline Data Subscriptions R ET—c-

Manage subscriptions for this user

Usermname Baker, Lou (Ibaker

Subscriptions

User Subscriptions | Office Subscriptions

Subscribe to these users' data

Add

Remove

Close

Offline Data Subscriptions Window

3. On the Select User window, select a user.
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Users
Search Options

() By AOR/Office Assignment ~ Assignment
AOR |

Office |

(©) By Unit Assignment Assignment
Unit

@ ByRole Paying Agent

©) AllUsers

Search Results
(@) Starts With (") Contains
Filter

| st Lliseb

s
Wittt Tat [Rettaliztt|
Whscsrm = pbncilhy ety Mo
D it T atues Pabges)
e Whatihe (Fharihe
sttswmenrt. Saflehigiten | Safivhgiion it
IFd e siiess ol
e Tetet imrie gosi
Fa T2 ekl
P st [t
T ]

Cancel

Select a user and click the Select button

The selected user is added to the User Subscriptions tab.
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o-' Offline Data Subscription

Manage subscriptions for this user

Usermame Baker, Lou (Ibaker)

Subscriptions

User Subscriptions | Office Subsc:j.pﬂon_s|

Subscribe to these users'data

Melo, Chris (cmelo)

Selected users’ data will be downloaded when you go offline to work

4. On the Office Subscriptions tab, click the Add button to select an office.

5. On the Select Office window, select an office from the drop-down list and then click
the Select button.

I ":.'_.' Office IL.L

AOR

[CJTF-HOA

Off
=== [ Disbursing Djibouti DSSN. 6870-8

Select Office Window

The selected office is added to the Office Subscriptions tab.
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' ™
o Offline Data Subscription blﬂlg

Manage subscriptions for this user

Usemame Baker. Lou (lbaker)

Subscriptions

User Subscriptions | Office Subscriptions

Subscribe to these offices' data

Disbursing-Djibouti DSSM: 6870-8 Add

Remaove

Close

Office Subscriptions Tab

If you later need to delete a subscription, highlight the user or office name in the table and
then click the Remove button.
Other Profile Settings
Other buttons that you may select are:
e View Certificate - Displays the user’s digital signing certificate, if one exists.

e Change Certificate - Opens the Select Client Certificate window so you can select a
different signing certificate for the user

e Security - Can only be accessed by a system administrator

¢ Roles - Opens the Manage User Roles window so you can view roles assigned to a
user

¢ Reset User - Restores previously saved settings

On the Security Questions tab, you may change the three security questions that are used to
confirm your identity in the event you forget your Workstation logon password.

Click the Save button at the bottom of the User Profile window to save your changes.
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Authorizing PAs to Add/Exchange Cash using the Device

The DA can authorize a Paying Agent to add a cash advance or exchange cash using the
handheld device.

To view the information for a different user:

1. On the User Profile window, click the Select User button. The Select User window is
displayed.

2. Use the Search Options to locate the appropriate user, then click the Select button.

| "_"'-, Se;;"t User EE
Users
Search Cptions
(Z) By ADR/Office Assignment

@ By Unit Assignment Aszignment
Urit REFMCT : 58th Financial Managemer Select

() By Role

) All Users

Search Results
@ Starts With () Contains
Fitter

auston, pa {auston pa)
rez 100, da {rez 100 .da)
rez 100, m {rez 100 my)
stephens, douglas (dpb.pal1)

so

Select User Window

3. Returning to the User Profile window, click the Edit button to edit the user
information.

4. Mark the Allow Device Originated Cash Advance check box. (If it is unmarked, the
PA cannot initiate a cash advance from the device.)

5. Click the Save button.
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User Information | Offine Setlings | Security Quesﬁons|

Username |dbp.pa11 | [/] Receive Email Notifications
First Name | douglas | [¥] Allow Device Originated Cash Advance

Middle Name | | [ Load Dashboard On Start

User Profile Window — Allow Device Originated Cash Advance Setting

View Role Assignments

You may view role assignments made to other users by selecting Set Up, Manage User
Roles. The Manage User Roles window is displayed. Disbursing Agents and Resource
Managers can approve new PAs who register themselves on the Workstation.

- '—-_|
JC(S 3nl Workstation Control Center - [N ser Roles]

W File SetUp Device Management Financial Purchase Order Reports /Extracts Help - & X

User Roles

() By Role

@ By User Melo, Chris

() By AOR/ Office  AOR

Appmved
Melo, Chris Paying Agent Disbursing-Dijibouti D...

Integration Online Baker, Lou (Ibaker)

Manage User Roles Window

There are several ways to select a user: By role, By User name or By Office. Select a radio
button, and then select a role, user name or AOR/Office combination. The table is updated
to show the users who match the selected filter. View the user’s assigned roles and offices.
The Approved checkbox indicates whether the user has been approved for the role.

To approve a PA, mark the Approved checkbox. Click the Close button to close the
window.
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Later, if a PA is terminating his/her role, remove the individual’s access privileges to 3in1
data by unapproving the role - unmark the Approved checkbox for the user. If required, ask
the Contracting Officer to remove the PA from the device. Note that these actions should be
performed only after the PA has completed all his/her duties.

Lesson Summary

In this lesson, you learned to:
U Edit user information on the User Profile window
U Change a unit assignment
U View a user’s certificate
0 Choose to receive email notifications within the 3in1 system

U View user role assignments using the Manage Users feature

Page 50 3inl Tool New User Training



Module 4: Issuing Purchase Requests and Cash Advances Lesson 1: Financial Process

Module 4: Issuing Purchase Requests and Cash

Advances
Lesson 1: Financial Process

Objectives
After completing this lesson, the participant will be able to:

U Explain the steps in the financial process for orders completed using the 3in1 device
and Workstation

U Retrieve purchase requests, cash advances, and orders/payments using the
Financial Administration window of the 3in1 Workstation

Data exchange between systems is manual, except step S if using DDS
Financial Process
ACTIVATION NEACTIVAT,

Provision Device,
Assign FOO & P4
to Device

-

\ &23576,@
Wi T
’ N Decommit &
/ Loa;d»};g \ ’ / E S Swt s
Infor: on nter.
[ R FEe )
M 7 A
o\z}( srs,,;'of_l,y« s GBURS/y,
ﬂ L__ ...... = -1/ O Load Cash 1 o 5‘ STEMQ
= S Decreas. -\F' ~...:_ =/
Issue Cash Returned Cas =l
g ﬁ Process
A Voucher
Yorl, Nombers

D .
DO/PA
Note: In a small operation the PR Information Purchases

can be loaded by the KO or DA

Post Purchase

Pre-Purchase

Financial Steps for the 3in1 Purchasing Process

Introduction

In order for the FOO and PA to make purchases using the device, the system must have a
purchase request loaded into the 3in1 Workstation. If the PA will use cash to make
payments, then a cash advance must also be loaded into the system. Depending on the size
of the operation, some of the steps within the 3in1 system may be accomplished by the
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same person. For instance, if the RM is not onsite, the Disbursing Agent can load the PR
information on the Workstation prior to issuing the cash advance.

The image above displays the typical financial steps for the 3in1 process. The actual
purchase request certification and cash accountability actions are accomplished in the
applicable accounting and disbursing systems. Key information from the PR and cash
advance are then entered into the 3in1 Workstation (see steps 1 and 2) in order to
complete the device activation process and allow the FOO and PA to make purchases and
payments.

Typically, after a FOO and PA complete their purchases and all of their orders have been
reviewed by the required offices, excess cash is returned to the Disbursing Agent and
excess funds are decommitted from the PR, so the PR can be closed out. The official record
of these actions is accomplished in the appropriate accounting and disbursing systems,
then the 3in1 system is updated, as required, to complete the process and close out the PR
(see steps 5 and 6).

If DDS is used, the DA should download the payment information from the 3in1
Workstation and upload it into DDS using the Computerized Accounts Payable System
(CAPS) interface process. DDS will process the payments and issue the voucher numbers.
The voucher number file then will be imported back to the 3in1 system, to assign the
voucher numbers to the SF44s in the 3inl system.

If DDS is not used, payments are processed in accordance with local policy in the
appropriate disbursing system. Voucher numbers can be manually added to the 3in1
system after assignment in the external disbursing system.

Financial Management Menu

Most of the financial functions are accomplished using the Financial menu. Most actions
are accomplished using the Financial Administration window.

Financial | Purchase Order Rept

Financial Administration
Add Purchase Request
DDS »

The Financial Administration screen is subdivided into three areas: 1) Purchase Request, 2)
Cash Advance, and 3) Orders/payments.

1. After selecting the FOO/PA, their assigned PRs populate the top block of the
Financial Administration window.

2. Click once on a PR to populate the cash advances in the middle window. Click the PR
twice to open the PR Administration window.

3. Similarly, click once on a cash advance to display the orders/payments against that
cash advance in the bottom window. Click a cash advance twice to open the Cash
Advance Administration window.
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Financial User

Select a Field Ordering Officer or

Selected Financial User  Wood, Larry Refresh Purchase Request:

Paying Agent PRS
Purchase Requests
Click to see cash advances. Double-Click to select a purchase request. N~
rom
Purchase Date Disbursement Adjusted
Request Description Created Amount(USD) Expended(US Available(US Adjustments Available(US Line of Accounting

Supplies 18.314.39 18.314.39000 | 234232 3453 3453 34

ash Advances
Click to see p on a cash ady . Double-Click to select a cash advance.

Advanced Expended Expended Available Advanced
Officer Braal:tsd D Activity I.'r‘ngd Amount (Local gzr‘;s E’;ctzg Amount (Local Amount Amount (Local Amount
Currency) Currency) (UsD) Currency) (UsD)
Reed. Denise D... [5/17/2012 109 . [273AA  |Disbursement | 5.000.00 usD [ 1.656.34 | 1.656.34 349091 5.00000
' [REELNDEN LY DI 5/17/2012 1:09 Disbursement 2,000,000.00 52,000.00 2926 2,000,000.00

Orders

) —

Order (S)rder PIN Total Amount Exchg Curr Ordered By Received By Paying Agent Seller " Comment
tatus Number Cost Paid Rate Code Person Person
Ordered WI2XYZ12MA. . | 25,000.00 0.00 177745 [[eln] Jerry King Larry Wood Aziz Construction
5/30/2012 Ordered WIZXYZ12MA... |2.000.00 0.00 177745 QD Jerry King Larry Wood Pentagon Suppli...
6/4/2012 QOrdered WI2XYZ12MA... |25.000.00 0.00 177745 [[in] Jerry King Larry Wood Salih Medical Su.

4 i} r

Close Export

Financial Administration Window

\\

Use the Export button in the bottom right of the Financial Administration window to export
all data on the Financial Administration window to an Excel file, including rows that are not
visible due to screen display limitations.

Purchases
Order Order PIN Total Amount Exchg Curr Ordered By Received By Paying Agent Sallar Comman
Date Status Number Cost Paid Rate Code Person Person ¥ing A9

Beot

Lesson Summary

In this lesson, you learned to:

U Explain the steps in the financial process for orders completed using the 3in1 device
and Workstation

U Retrieve purchase requests, cash advances, and orders/payments using the
Financial Administration window of the 3in1 Workstation
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Lesson 2: Adding Purchase Requests from the Workstation

Objectives

After completing this lesson, the participant will be able to:

U Add purchase request information using the 3in1 Tool Workstation

Adding Purchase Requests

The Resource Manager, Disbursing Agent, or Contracting Officer can load purchase request
information into the 3in1 Workstation. Add purchase requests using the Financial, Add
Purchase Request menu command in the 3in1 Tool Workstation.

Financial | Purchase Order Repc

Financial Administration
Add Purchase Request
DDs 3

Tip: Fill out the Add Purchase Request Worksheet in Appendix B to ensure you have all the
required information for entering data in the 3in1 Tool Workstation.

1. Select Financial, Add Purchase Request from the main menu.

The Purchase Request window opens.

v Purchase Request E\@
AOR [cdTFHoA v
Finance Office ’ VI

Assign to |

Purchase Request Number
Description for Device Display

Service Organization -

Line Of Accounting

[] Add Other LOA

Finance Type -
Amaount (USD) $0.00

2. Select the AOR and Finance Office using the drop-down lists.
3. Assign the PR to a Paying Agent by clicking the Select button.
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4. On the Select User window, users are filtered by role (Paying Agents). Select a PA
name from the list, then click the Select button.

Voo I ==

Users
Search Options !
) |
() By AOR/Office Assignment

@ ByRole Paying Agent -

Search Results
(@) Starts With () Contains
Filter |

Amoako, Pearl (amoakop) -
Bates, Jennifer (jbates)
Benton, Robert (benton1)
Bouquio, John (bouquic)
Chiral, Pa (pachiral)
Chiral, Pal (chiral.pal)
Chiral, Pa2 (chiral.pa2)

| m

Chiral, Pa3 (chiral.pa3)

Chiral, Pa4 (chiral.pa4)

Fallin, Carl Antonio (carl fallin)

Faorry, Jeffrey Lee (jeffrey.forry)

Gerdeman, Troy (troy.gerdeman) -

5. On the Purchase Request window, complete the remaining fields, including PR
Number, Description for Device Display, Line of Accounting (see below for
details) and Amount (in US Dollars).

6. For Finance Type, note the two types are Cash and Cashless. Cash is used when the
PR is intended to have cash issued against it. Cashless is when the PR will be used on
orders that will be paid with means other than cash. (i.e., EFT, check, etc.)

7. Add the Line of Accounting, following the steps explained in the next section.
8. Click the Save button.
Entering the Line of Accounting

Non-DDS users can type directly in the Line of Accounting field by first marking the Add
Other LOA check box.

DDS users can add the Line of Accounting details using these steps:

1. Select the appropriate Service Organization on the Purchase Request window.
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2. Click the Add button beside Line of Accounting.

The Line of Accounting window opens.

3. Fill in the LOA fields.
4. Click the Save button.

The fields in the Line of Accounting window meet the requirements for the selected
service organization (Army, Marine, or Navy). The following figures show how an
original line of accounting is entered in fields in the Workstation Line of Accounting

window.

—{19.  ACCOUNTING CLASSIFICATION AND AMOUNT

a3 Purchase Request Line Of Accounting gg

—21 1 2020.0000 8A-2084 P135197.00000 26EB 83 49AF |
W912E511309950 49AF 83 S09076 $40,000.00

in| PLEASE E-MAIL SIGNED CONTRACT TO:
l| C8_BE@IRAQ.CENTCOM.MIL

Dept Code: 21

Fiscal Year: 1

R TUREI A AR T E AR Tas  miAree e

Army Line of Accounting source

Save

™ | Basic Symbal: 2020

Limit g0
| Operating Agency:  8A

Allotment Serial- 2084

Cancel

25EB I

83 I

49AF

Program Element  p135197 00000

EOR:
DPICd.
APCCd:
W912E511399950

Standard Document:

Fiscal Station: 509076

Line of Accounting entered in 3in1 Workstation

Army LOA Field Definition

Dept Code A two-digit numeric code that identifies the military department
or government entity receiving the appropriation

Fiscal Year A one-digit numeric code that designates the year funds are
available for obligation

Basic Symbol A four-digit number that identifies the type of funds used

Operating Agency

A two-digit numeric code that identifies the organization
receiving or issuing funds

Allotment Serial

A three-to-five position numeric code that identifies a particular
distribution of funds

EOR The Element of Resource four-digit alphanumeric code that
identifies the type of resource being employed or consumed
APCCd The account processing code

Standard Document

The standard document number

3inl Tool New User Training

Page 57



Lesson 2: Adding PRs from the Workstation

Module 4: Issuing Purchase Requests & Cash Advances

Army LOA Field

Fiscal Station

Definition

The six-digit number that identifies the activity which is
responsible for performing the official accounting and reporting
for the funds

Marine/Navy LOA Field Definition

ACRN A two-digit Accounting Classification Reference Number

Department A two-digit numeric code that identifies the military department
or government entity receiving the appropriation

Fiscal Year A one-digit numeric code that designates the year funds are

available for obligation

Basic Appropriation
Symbol

A four-digit number that identifies the type of funds used

Subhead A four-digit number that identifies the subdivision of funds that
restricts the amount or use of funds for a certain purpose, or
identifies sub-elements within the account for management
purposes

Object Class A three-digit number that classifies transactions according to the

nature of the goods procured or services performed rather than
their purpose

Bureau Control
Number/Operating
Budget

A five-digit number that identifies the operating budget holder,
allotment, or organization having responsibility for managing a
program

Sub-Allotment

A one-digit number that denotes a further breakdown of the
Operating Budget /Bureau Control Number at the Funds
Administering Activity level

Authorization Accounting
Activity

A six-position alphanumeric code that identifies the activity which
is responsible for performing the official accounting and reporting
for the funds

Transaction Type

A two-digit number that classifies transactions by type (i.e., travel
advances, progress payments)

Property Account Activity

The six-digit number that identifies the budget program activity
(N for Navy) and the Customer Indicator (Activity UIC)

Cost Code

Up to 12 digit cost code

Standard Document

The standard document number

5. Click the Save button on the Purchase Request window. A message confirms the new

PR was saved successfully.
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?’ Purchase Request EI@

Purchase Request

AOR (CJTF-HOA v

Finance Office |Disbursing-Djibouti DSSN: 6870-8 |

Assign to Melo, Chris

Purchase Request Number W2BK8Z-2358-1203

Description for Device Display Materials for RDC

Service Organization Amy -

Line Of Accounting

2112020 .0000 8A 2084 P135197.00000 25EB 83 49AF -

W912E511399950 49AF 83 509076 Add

[] Add Other LOA

Finance Type Cash -

Amount (USD %3300.00

Close Save

Purchase Request Window

New fields display at the bottom of the Purchase Request window, to enable attaching
documents to the PR, such as a scanned copy of the certified PR. Use the Upload button to
locate and upload attachment files. Details about using the Upload, View, and Delete
attachment buttons are explained in the Document Handling feature section of Module 9:
Updating Financial Information, Lesson 1: Updating Purchase Requests .

1Fiefs)  [J0143749.GIF «| [ view | | Upload | | Delete |

File Upload Section of Purchase Request Window

Lesson Summary
In this lesson, you learned to:

U Manually add a purchase request in the 3in1 Tool Workstation
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Lesson 3: Issuing Cash Advances from the Workstation

Objectives

After completing this lesson, the participant will be able to:

U Issue cash advances for purchase requests from the 3in1 Tool Workstation

Loading an Advancement of Cash

The 3in1 Tool system automatically tracks advancements of cash to a Paying Agent on the
device and Workstation.

Cash advances can only be issued by Finance Officers (Disbursing Agents) to Paying Agents
for cash type purchase requests. Cashless purchase requests can be issued to FOOs when
cash is not intended to be used to make payments by a paying agent. If DDS is used, the
Disbursing Agent should have already created the account in advance in DDS, prior to
loading the information in the 3in1 Workstation.

Tip: Fill out the Cash Advance Worksheet in Appendix B to ensure you have all the required
information for entering data in the 3in1 Tool Workstation.

1. From the Financial menu, select Financial Administration.

Financial | Purchase Order Repc

Financial Administration
Add Purchase Request
DDS »

Financial Menu

The Financial Administration window opens.

o=/ Financial Administration || )
Financial User
Selected Financial User: Select a Field Ordering Officer
or Paying Agent

Purchase Requests
Click fo see cash advances. Double-Click to select a purchase request

Financial Administration Window

2. The first task is to select the purchase request assigned to the PA who will be issued
the cash. Click the Select a Field Ordering Officer or Paying Agent button.

The Select Financial User window opens.
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3.

Select the PA whose purchase
requests should be accessed.

Select the PAs radio button,
then select the appropriate
AOR and office. Then select a
name from the PA drop-down
list.

Click OK.

Purchase requests associated
with the selected paying agent
or FOO are displayed in the
table.

Click a purchase request that
the cash will be issued against
in the Purchase Requests
table.

seectFnncil Uer

Search Options
FOOs

FinanceOffice

PA

L e

[CJTF-HOA

’Disbursing—Djibouu’ DSSN: 6871

[Melo, Chris

Financial User

Selected Financial User: |Melo. Chris

Purchase Requests
Click to see cash advances. Double-Click to select a purchase request.

Select a Field Ordering Officer

or

Paying Agent

| Refresh Purchase Requests

Status

Purchase

Request Description

Supplies

Total

Date g Disbursement Adjusted

Created Amount(USD Expended(U: Available(US Adjustments Available(US Line of Accounting
(UsD)

5/17/2012 12-... | 20,000.00 168561 18,314.39 | 0.00000 18,314.39. | 23423 2 3453 3453 34

Purchase Requests for Selected Financial User

All issued cash advances related to the selected PR display in the Cash Advances table. The
columns display the Advanced, Expended, and Available amounts for each cash advance, in
addition to the currency codes and exchange rates. The workstation and device will track

multiple cash advances and purchase requests.

Financial User

Selected Financial User: [Melo. Chiis

Purchase Requests
Click to see cash advances. Double-Click to select a purchase request.

Select a Field Ordering Officer

or Paying Agent

I Refresh Purchase Requests l

Total
Purchase Date | Disbursement  Adjusted
Status Request Description Croated Amount(USD Expended(U: Available(US Adjustments Available(US Line of Accounting
S cHr7e7 Supplies 5(17/2012 12... 20,000.00 168561 |18,314.39 |0.00000 18,314.30.. 23423 2 3453 3453 34 34534 452345234543... ’
Cash Advances
Click to see purchases on a cash advance. Double-Click to select a cash advance.
Advanced Expended Available
Financial Date o et Linked  Amount Curr Exchg Amount E"pe”dfd Amount Qd“ﬁ”ﬁe" DDS Adj Amt o
Officer Created aalyj To (Local Code Rate (Local moun! (Local moun! Curr (UsD) eare|
(UsD) (USD)
Currency) Currency) Currency)
Baker, Lou 511712012 10 |273AA | Disbursement 5,000 00 UsD 1 1,656.34 1,656 34 349091 5.000.00 34 000000 O
5/17/2012 10 ABFF2 | Disbursement 200000000 QD 17774545 52,000 00 2926 200000000 |1.12520 34 000000 [

Cash Advances Issued for Selected Purchase Request
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To issue a cash advance:

1. Inthe Purchase Requests section of the Financial Administration window, double-
click a purchase request.

The Purchase Request Administration window opens.

| Purchase Request Details

' Assign to Melo. Chris

Purchase Request Number CHPR767

Description for Device Display | Supplies

Service Organization Army v

2342323453 .3453 34 34534 452345234543525
4235 52345 4352345342 56345623453453453

Line Of Accounting 4352345342 52345 523452

Finance Type Cash .
Amount (USD) $20,000.00

PO Adjustment Amount 0.00000

Cash Advance Adj Amt 0.00000

Purchase Request Maintenance

| cancel PR | | DecommitPR | | IncreasePR | | Close PR
| Add Cash Advance | | EditPR |
1 File(s) ’Purchase_Request_Documeandf(PUF Vl l View l l Upload l lDeIetel
Close l

Purchase Request Administration Window

2. Click the Add Cash Advance button.
The Cash Advance window opens.

3. Enter the Maximum Cash Advance Amount (USD) allowed for a PA at one time.
This field is for informational purposes only; it does not prevent a PA from obtaining
more funding later. Note once an amount has been entered in this field, it cannot be
edited.

4. Provide the DDS Currency Code, Currency, and Exchange Rate (if the currency is
not US Dollar).
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The DDS Agent ID and Site ID must be entered for the first cash advance associated
with a purchase request. These values are automatically entered for subsequent
cash advances associated with the purchase request.

The USD and Foreign Advanceable Amounts are displayed as a reference and
cannot be edited directly. However, the Foreign Advanceable Amount is a calculated
field based on the USD amount and the Exchange Rate.

5. Specify the Cash Advance Amount. Note that this amount cannot exceed the
Advanceable Amount.

6. Mark the Non-DDS Entry check box if your organization does not use the DDS
financial system. This disables the required fields for DDS, but enables normal cash
advance creation.

7. To upload a scanned document, click the Upload button and select a file.

8. Click the Save button.
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"' Cash Advance
Cash Advance Details [] Non DDS Entry

Maximum Cash Advance Amount (USD): |20000

DDS Currency Code: 57

DDS Agent ID: 644

Site ID: 45454

Currency: US Dollar

Exchange Rate: 1

Advanceable Amount: 1387480 (UsD)

13.874.80 (Foreign)

‘ Cash Advance Amount: 1000.00| ]

Cash Left:
Adjustment Amount:
Return Cash
Amount to Return:
Comments:
The cash advance is added to the Cash Advances table in the Financial Administration
window.

Cash Advance Window

Supporting documents, such as a scanned copy of the Purchase Request document or
DD1081 of the cash advances, can be attached to a PR. Their filenames are listed at the
bottom of the Purchase Request Administration screen. Click the View button to view an
attached document.

Note: The other buttons on the Purchase Request Administration window, such as Cancel
and Close PR, are explained in Module 9: Updating Financial Information, Lesson 1:
Updating Purchase Requests .
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Disbursements Issued from the Device

If a disbursement was issued from the 3in1 handheld device, the Financial Officer column
displays “Finance/Disbursing Office Not Specified” as shown in the following figure.

Cash Advances
Click to see purchases on a cash advance. Double-Click to select a cash advance.

- - Date -
Financial Officer Created D Activity.
(Device Originated) Finance/Disbursing Officer Not Specified... 12/20/2011 7:16... |12 Exchange
(Device Originated) Finance/Disbursing Officer Not Specified... 12/20/2011 7:16... | D46 Exchange

Cash Advances Originating from the 3in1 Handheld Device

Communicate with the FOO/PA Teams

If the handheld device has already been issued to the FOO/PA team, remind the Paying
Agent that the device must be synchronized with the prime database to download the
funding information prior to making a purchase.

Lesson Summary

In this lesson, you learned to:

QO Issue cash advances for purchase requests from the 3in1 Tool Workstation
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Module 5: The Ordering Process

Lesson 1: Understanding the Order Process

Objectives

After completing this lesson, the participant will be able to:

U Understand the basic process used by FOOs to make purchases using the 3in1
device

U Understand the composition of a PIIN number, and know when a PIIN is assigned
and that a PIIN cannot be un-assigned.

U Understand that funding changes made on the workstation affect the funding
availability on the device

U Understand that FOOs can manually add the data from the paper SF44 to the 3in1
system for tracking and clearing purposes if the device becomes inoperable.

About Purchasing Using the 3in1 Device

Recording purchase information (orders) is the heart of the 3in1 Tool system. Instead of
using the paper SF-44, the 3in1 Tool records all the necessary purchase information.

As an RM or D4, it is helpful to understand the general process of setting up the 3in1
handheld devices for use by FOO/PA teams. The KO registers and approves the 3in1
handheld devices, then assigns each device to one or more FOO/PA teams.

The first time that a FOO uses the device, he or she logs in and downloads and installs user
data, assigned purchase requests, cash advances procurement controls, PIIN blocks, and all
other necessary data. This is referred to as provisioning data in the 3in1 Tool. The
download also includes the FOO and PA user name and password, which allows the FOO to
log in to the device 3in1 application and the PA to certify payments.

As purchases are made on the device, they are uploaded to the Workstation. It is important
to understand the device and Workstation exchange information regularly, provided a
network connection exists. Changes recorded on the Workstation, such as cash advances or
cancelling purchase requests, are downloaded to the device and affect FOOs’ purchasing
decisions.

It is important for FOOs to understand that completing a purchase on the device creates a
contract between the government and the merchant.

Due to the fact that this is a contract, it cannot be edited after it is agreed upon by the FOO
and the merchant. In fact, the purchase data are cryptographically signed by a key on the
microSD card in the device, so it is impossible to alter them.

However, the 3in1 application does provide tools to manage orders, such as cancelling or
returning orders and correcting mistakes in an order. It is also important to understand
that when a purchase is finalized, it is assigned a PIIN. Once a PIIN is assigned, it cannot be
unassigned and the order cannot be altered.

3inl Tool New User Training Page 67



Lesson 1: Understanding the Ordering Process
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Ordering using the 3in1 Tool is based on filling out orders using the Standard Form 44 (SF44), as shown in the following
figure. The three main functions are: FOO, Receiver, and Payment.

3in1 Ordering Process

Select funds

Input/Select merchant

ID Furnish To

Enter items, description, qty, UOM, price
Add discount, tax, shipping (optional)

Confirm order

Receive goods

R 2

PA certifies voucher & pays vendor
Vendor signs device for payment

dapture receipt image

____Print PA payment receipt (optional) |

I <

—

Receiver

’fbm‘z GF ORDER

SF44 Order Form

U.S GOVERNMENT

PURCHASE ORDER-INVOICE-VOUCHER

06/06/2012 W12XYZ-12-M-AE13

PRINT NAME AND ADDRESS OF SELLER (Number, Street, Cily, and State)”

Aziz Construction
25th st

Baghdad

55662

LR

N —  —
FURNISH SUPPLIES OR SERVICES TO (Name and address)”

BTATEST COMMAND

1851'S Bell St
Atlington
VA, 22030
United States

SUPPLIES OR SERVICES QUANTITY UNIT PRICE AMOUNT
Dell Computers 2EA 750.00 1500.00
AGENCY NAME AND BILLING ADDRESS®
P Finance Company BTA [DSSN: 2038] TOTAL 1 50000 USD
A 1851 § Bell St DISCOUNT TERMS
Y Arlington
o VA 22202 DAY(S)
R United States DATE INVOICE RECEIVED

06/06/2012

ORDERED BY (Signature and fe)

Electronically Signed By - Jerry King, ; DeviceId : 354114012920287 On 06/06/2012
P

'URPOSE AND ACCOUNTING DATA

23423 2 3453 3453 34 34534 452345234543525 4235 52345 4352345342 56345623453453453

AN

352345342 52345 523452

PURCHASER 7o sign below for over-the-counter delivery of items

RECEIVED BY

Jerry King

DATE

SELLER Please read instructions on Copy 2

Payment Received [IPayment Requested

00.00 USD

NO FURTHER INVOICE NEED BE SUBMITTED

DATE

v Aziz Construction

Certify that this account is correct and proper DIFFERENCES
bor payment in the amount of Exchange Rate
500.00 USD 1.00000 None
uthorized certifying officer) Nene
ACCOUNT CERTFIED:
CORRECT FOR
BY
AID BY CASH DATE PAID VOUCHERNO.
(Check No.)

*PLEASE INCLUDE SELLER'S INVOICE

STANDARD FORM 44a (REV. 10-83)
ZIP CODE(see instructions on Copy 2)PRESCRIBED BY GSA,
FAR (48 CFR) 53.213(c)
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Before Starting an Order

FOOs should view procurement controls before starting orders. The FOO will know that
certain items cannot be purchased or require special authorization.

The prerequisite to starting an order is to ensure an active purchase request or cash
advance exists for the purchase requisition that the FOO plans to use.

The device has the capability to store a directory of merchants. FOOs making regular
purchases from a known set of vendors are encouraged to enter vendor information all at
once when using the 3in1 Tool for the first time. Creating a merchant list saves time at the
vendor's location and reduces exposure to potential danger.

Another useful feature is Shopping Lists, which can be created and stored on the device or
Workstation. They are helpful for remembering items, and also save time in the market by
automatically populating the order.

Market Research Tool

In some situations, it may be helpful to review a list of previously used vendors for specific
items. The Workstation provides a Market Research tool for this purpose. FOO/PA teams
also have a Market Research Tool on their handheld devices.

When using the Market Research tool on the Workstation, at a minimum, specify an AOR
and purchase item, as well as a date range for viewing previous purchase transactions. The
resulting report displays a list of previously used vendors for the specified item, as well as
price and vendor contact information.

To view a list of vendors from whom the AOR purchased a specific item, use the Market
Research feature:

1. Select Purchase Order, Market Research to

) Purchase Order | Reports / Extracts
open the Market Research dialog box.

Clear Purchase Order
2. Select the AOR. The other search criteria drop- Lookup Purchase Order
down fields are optional. Market Research

In the Search for Item field, type the full name of the purchase item.

4. Specify the Start and End Dates for the purchased item. The specified item must
have been purchased within the specified date range in order to be displayed in the
search results.

5. Click the Search for Vendors button.
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et e

Enter Report Parameters

Select atleast an AOR and one or more ofthe other selection criteria.

T |CJTF-HOA

Select Contracting Office [

Select Unit ’

Select Field Ordering Officer |

Search for ltem Flashlight

Select Transaction Date Range

Sunday .[EER@OL2002 [

Start Date

Cancel

End Date

Friday

June 01,2012 E

Search for Vendors l

6. The search results are displayed in a new window, as shown below.

vewm—mras
@' Vendor List Report Results v I == P4 ‘
Results
Vendor List (1 Rows) -
II Results as of 5/29/2012 for period 12/1/2011 - 5/29/2012
Vendor Vendor Vendor Last
'Elf;'gcn on  UOM UnitPrice  Local Curr xz’r'ﬂd:" Street gf‘”d"' ‘é’fa’;gfgmvmce gizgf" Phone GPS Transaction  Comments
P Address 2 Y Number Location Date
3 flashlight Each 4.0000 usD Unisults 29 Earice St | Richmond VA United States Latitude: Un___ | 3/28/2012
3 flashlight Each 5.0000 usD Construction... |430 Georgia... | Rockville MD 20901 United States Latitude: Un__. |3/28/2012

The search results show the specified item in the [tem Description column. Other columns
report the vendor name, address and GPS location, phone number, cost information and
last transaction date, as well as comments. Use the report to help locate a vendor. Click the
Export button to export the report to Microsoft Excel, where it can be edited and/or saved.

Basic Ordering Process

The basic process used by FOOs to make purchases on the handheld device:

1. Startan order on the device.

2. On the Funding tab, select a cash advance that has a remaining amount greater than

Zero.
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The 3in1 application will track how much money is available to be spent. It will not
allow the FOO to obligate more money than is available in the purchase request or
cash on hand.

Specify the unit that will be furnished with the ordered supplies.

Specify the merchant from whom goods will be purchased.

5. Add line items to the order. Each line item includes a quantity, a description, a unit

10.

11.

of measure, and a price. This is similar to the line items in an invoice or a receipt.

Items can be flagged for Property Book accounting. (Property Book items are listed
in reports produced on the Workstation.) Scanning item bar codes using the
handheld device is optional.

Discounts, shipping costs and taxes can be applied to an order as a whole, but not to
individual items. Shipping is a fixed cost, while tax and discount are specified as a
percentage of the order total. There is an optional fixed discount field. (Not all
orders will have tax, shipping, and/or discounts.)

The FOO digitally signs to confirm the order. At this point, a unique PIIN/Order
number is assigned to the order. The PIIN/Order number is assigned and cannot be
un-assigned. The FOO has obligated the government to the merchant according to
the items entered in the order.

Note: Once an order has been executed on the device, it cannot be changed.

After confirming the order, the device should be connected to a network as soon as
is practical. Until the order is sent to the prime database, there is no backup of the
order, and the order would be lost if the device is lost or destroyed.

After an order is successfully placed, each party verifies the transaction by providing

a signature on the device screen. The parties include:

— Receiver: The person receiving the goods on behalf of the government using a
physical signature on the devices screen

— Paying Agent: The person who certifies the voucher for the government using a
strong password for the digital signature

— Vendor: The person from whom the goods are being purchased using a physical
signature on the devices screen

The FOO can print an SF44 from the device using the small field printer that is part
of the 3in1 system. Typically the receipt is printed for the PA’s records after the PA
has made the payment and entered his/her password on the device. The printed
SF44 can also be provided to a vendor if an ordered item will be received and paid
for at a later date.

The FOO can take images of the receipt using the device built-in camera. Receipt
images taken by the device camera are uploaded to the prime database with the
order.
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Funding Changes Made on the Workstation

FOOs should be aware that an RM can close or cancel a purchase requests on the
Workstation. When the close or cancel action is received and acknowledged by the device,
the closed or cancelled PR is removed from the device.

Also, be aware that if funds are decommitted from a purchase request, the Decommit Funds
feature is used on the Workstation to decrease the amount loaded on both the Workstation
and the device. The FOO will see a change in the available amount of funding for the
decommitted PR. Purchase requests are automatically decommitted if the handheld device
verifies that the PR balance is sufficient to support the decommit. This eliminates the extra
steps of having the Workstation user use the Decommit button on the Purchase Request
Administration window after the device verifies there are sufficient funds to de-commit.

In the Workstation Financial Administration feature, there is an option to automatically
close out a PR after a successful decommitment of funds. This saves users an extra step of
using the Close PR button.

Procurement Controls

When attempting to make some purchases, warnings may be issued or a purchase may be
prevented due to procurement controls.

Procurement controls are downloaded from the prime database during provisioning.

Item-based controls will issue a warning, while price-based controls will either issue a
warning or prevent a purchase. For example, if an attempt is made to purchase beer, a
warning may be issued, depending on procurement controls received during provisioning.

If an order exceeds the authorized limit, a warning may be issued or purchase prevented.
The 3in1 Tool is designed to prevent a purchase if the price and quantity of an item exceed
the remaining cash available. Note this is not a procurement control policy received during
provisioning.

About PIINs and Ordering

The PIIN, order number, is comprised of 13 characters: Contracting Office DODAAC, fiscal
year, contract type “M” or “W,” a two-character FOO ID, and a two-digit serial for the
orders.

Two types of PIINs can be generated. “M” PIINs are generated for orders placed on the
device, while “W” PIINs are for manual orders that are executed as a backup, should the
device be inoperable. The information from the manual orders is then entered in the
Workstation for electronic processing.

Contract
DODAAC \ / Type

S —
==
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PIIN blocks are received with provisioning data. The 3in1 Tool automatically assigns the
next available PIIN number to a purchase order once the FOO digitally signs the order by
clicking “I Agree.”

Once a PIIN number is issued, the order cannot be changed. However, the order can be
cancelled. If the FOO completed the process by collecting all relevant signatures and
confirmations, then realized a mistake has been made, the FOO may return the order using
a command on the device. However, the PIIN number is still considered used.

PIIN numbers are unique and cannot be recycled if an order is returned.

Manually Adding Purchase Orders in the Workstation

If a device becomes inoperable in the field, the FOO and PA will have to revert to the
manual process until the device can be used again. It is necessary for the FOO to manually
add the data from the paper SF44 to the 3in1 system for tracking and clearing purposes. As
part of this process, the FOO uploads the scanned original SF44 and attaches it to the
purchase order.

For more information on the FOO/PA actions or device operations see the FOO/PA
Reference Guide.

Lesson Summary

In this lesson, you learned to:

U Understand the basic process used by FOOs to make purchases using the 3in1
device

U Understand the composition of a PIIN number, and know when a PIIN is assigned
and that a PIIN cannot be un-assigned.

U Understand that funding changes made on the workstation affect the funding
availability on the device

U Understand that FOOs can manually add the data from the paper SF44 to the 3in1
system for tracking and clearing purposes if the device becomes inoperable.
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Module 6: Managing Purchase Orders on the

Workstation
Lesson 1: Looking Up and Completing Purchase Orders

Objectives
After completing this lesson, the participant will be able to:
U Look up a purchase order on the Workstation
Add voucher numbers, record payments, receiver information to purchase orders
Monitor data integrity in purchase orders
View attachments

View FOO and Clearance comments and signatures associated with a purchase order

U 000D

Print a SF44 from the Purchase Order screen

Viewing Purchase Orders on the Workstation

At times, a user may need to view the details of a specific purchase order or complete post-
purchase actions such as adding voucher numbers or processing a payment. There are two
ways to look up purchase orders: by user or by PIIN number.
Looking Up POs by User
To view purchase orders by user assignment:

1. Select File, Documents, Document Handling, and the Purchase Order tab.

2. Select the AOR, Office, Unit (optional), and User. Also specify the date range for the
PO. (Leave the Unit blank to view all users in an office.)

3. Click the Load User’s Purchase Orders button.

A summary of each purchase order is displayed in the table. The PO information cannot be
edited on this screen.

Select a row to view attachments associated with the PO. Attachments can be viewed,
uploaded, or deleted.
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| User | Purchase Request | Cash Advance | Purchase Orderl

Select AOR  |CJTF-HOA -]
Select Office | Disbursing-Djibouti DSSN: 6370-8 -]
Select Unit | v
Select User | Melo, Chiis -
Start Date Wednesday,  July 11,2012 B~
End Date Friday . August 10,2012 B

[ Load User's Purchase Orders ]

Order Price
(Local
Currency)

WI2XYZ-12-M-.. | 07/21/2012 20.00USD N3654A11PYV Dan Winslow  Chris Melo

W12XYZ-12-M-.. |08/02/2012 |10.00 USD CLASDM1MO Dan Winslow | Chris Melo

Order
Date

PIN FOO Name PA MName

Attached documents

File(s) -] [ Ve ] [ Upload ] [De|ete]

Purchase orders associated with the selected user are listed in the table

Looking Up POs by PIIN

Detailed information about a purchase order can be viewed by looking up a purchase order
by PIIN.

1. From the Workstation main menu, select Purchase Order, Lookup Purchase
Order.

Purchase Order | Reports / Extracts
Clear Purchase Order

Lookup Purchase Order
Market Research

The Lookup Purchase Order window opens.
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2. Lookup a purchase order by specifying a PIIN in the PIIN Number field at the top of

the screen. Then click the Lookup button ==/, The screen updates with the purchase
order (PO) information.

¥ 1CCS 3n1 Workstation Control Center - [Lookup Purchase Ordier] N

o5 File SetUp Device Management Financial Purchase Order Reports /E

PIIN Number  N3654A12WEBFO1 E] View Mode

The screen updates with the purchase order (PO) information.

W File SetUp Device Management Financial Purchase Order Reports / Extracts  Help
PIN Number  N3654A12WBFO01 @ View Mode Add. Edit
Purchase Order | Purchase tems | FOO Responses and Clearance Status | Signatures, Messages. Misc
Date Of Order PIN Number N3654A12WBFO1
Name Of Seller Bestsupplies Phone Number Of Seller 4358433
Address Of Seller SteetAddress 542 Monument Drive City Djibout
State. Zip Country [Diibout =
Organization Neme USF1J6TCH
Furnish Supplies Or Services To
StreetAddress Camp Victory Gity Baghdad
State. Zip APO, AE 09342 Country liraq s
(Purchase item details for supplies of services can be entered onthe second tab) Total 800,00 USD
Discount Days 3 Discount Percent 10%
Fixed Discount Amount | Terms Discount Amount Date Invoice Received [2naporz [+
Agency Name Disbursing Djibouti DSSN: 6870-6
Agency Name And Billing Address
StreetAddress Camp Lemonnire city Diibout
State. Zip FPO, AE 09363 Country | Djibouti <~
Ordered By WinslowDan
Purpose And Accounting Data 2112020.0000 8A 2084 P 8349AF W9T2E511 49AF 83509076
Received By Winslow. Dan
Title fO Date 2/14/2012
@ Payment Received Payment Requested 800.00USD
SellerSignature Date 2n4j2012
Payment In The Amount OF (USD) ~ 80000USD Currency Exchange Rate T Currency Code [ts0 -
PaidBy [easn -] Date Paid Toapmz [ VoucherNo.
Paying AgentName Melo.Chis PR Balance at The Time of Purchase 2000.00 USD
CommentField Alrin-1 Printers model #29320 =
Atiachmenis | 0File(s) ] [ View | [ Upload | [ Delete | ‘ 0 Comments) [] cancelled

Data Integrity Verified
Online_Barnett, Jude Lynn (jbarnett)

Purchase Order Window

Viewing Purchase Items

To view items purchased using the PO, click the Purchase Items tab.

ol File SetUp Device Management Financial Purchase Order Reports / Extracts  Help

PINNumber  N3G54A12WBFO1 (=] View Mode Add Edit
Purchase Order || Purchase liems | FOO Resp andCIealanceS!ans|S|gna|ules. Messages, Msc‘

ltem Description UnitPrice 17.00 USD Quantity
Unit [] Propery Book ltem Sum  340.00USD [ Addttem || Edittem | D€

Unit = = PB Bar
Price Quantity TotalPrice Item Code

Update Date Item Description

Printer Cords 17.00 USD 20 340.00 USD D

Purchase Items Tab
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Viewing FOO Responses and Clearance Status

To view comments made by reviewers during the PO purchase or clearance process, as well
as FOO responses, click the FOO Responses and Clearance Status tab.

'Q‘ Lookup Purchase Order EI@
PIINNumber  N3654A12WBFO1 View Mode

Purchase Order | Purchase Items‘ FOO Responses and Clearance Status |S\gnatures‘ Messages, Misc

Clearance First Last
Order Date Name Name Role Status Comment

R 12/2012 441 PM [Shan Waong Contracting Officer 3t RCC BTA |FLAG

I Add New Clearance Level I I Edit Selected Clearance Level Move to Next Clearance Level

Waiting for Clearance

Clearance Clearance o o m prw 5
G Type Waiting On Waiting Since Waittime Reviewed By

Data Integrity Verified

FOO Responses and Clearance Status Tab

In the top table of the FOO Responses and Clearance Status tab, the Clearance Order
column lists the clearance levels that have reviewed the PO. The other columns provide
information on the reviewer and the status. In the figure above, the first level (1) reviewer
has flagged the PO.

The second table, Waiting for Clearance, identifies the next level(s) of reviewer(s) waiting
to review the PO.

Viewing Signatures and Messages

The last Tab, “Signature, Messages, Misc.” displays key individuals who participated in the
purchase process and any procurement warning messages that may have been issued by
the order. This information is captured on the Signatures and Messages tab.
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? Lockup Purchase Order E@
PIIN Number  \j3654A12WBFOT (=) View Mode
| Furchase Order I Purchase ltems | FOO Responses and Clearance Status ‘ Signatures, Messages, Misc

Id 5a79e683-d943-4591-9751-28f Device Serial 354114011011765 Non-Device (Manual) Entry
FOO Id 247d%d5-813a-47e6-Boa3dbe: FOO Digital Signature 1393841423 Unit Id f6000e75-7d 20459 2-aac5-214
FOO Signature Date 5/16/2011 FOO Organization SME UNIT

Paying Agent Id d758455¢-958a-4265b635-8b7 Paying Agert Digital Sig. 1393841423 Purchase Request Num  PROD4

Final Receiver Name Final Receiver Onganization

Final Receiver Title Final Receiver Sig. Date

Payee Seller Category Coalition Vendor GPS Coordinates Of Transaction Latitude: Unknown, Longitude: Unknown

Provision Id BBebcas7-dffa-dad3-8acB-Bea Device 1d b3000000-0000-0000-0000-00C Order Upload Date 05/16/2011

Disbursemert Id 28eb9628-5cc6-4c64-2673-80° Cert Id Update Date 05/17/2011

Schema Version 13 Cancelled Date Cleared Date 051772011

EDA GQueue Date EDA Sert Date

Signature Images
Received By: Seller: Final Receiver:

- —

Procurement Cortrol Waming Messages

Data Integrity Suspect Stages -

Purchase Order Signatures, Messages, Misc Tab

Checking Order Data Integrity

When looking up a purchase order, be sure to verify the data integrity by referring to the
bottom left corner of the Purchase Order window. A red “Data Integrity Suspect” flag means
the order has data integrity issues and the original order may have been altered. The
Workstation includes a validation feature to issue a warning if the SF44 data received from
the device has been altered. This feature is explained in detail in the following lesson.

Click the Stages drop-down menu to select a stage in which the order is “locked down” on
the device. For example, if an order was not altered during the Ordered or Paid stage, the
message “Data Integrity OK” is displayed. But if the order was altered during the Received
stage, the message “Data Integrity Suspect” is displayed. This means that the purchase
order was valid during the Ordered and Paid stage, but was altered during the Received
stage. A reason is usually provided for Suspect orders, such as “The signed content of the
order is suspect at stage: RECEIVED.”

If the line of accounting (LOA) is corrected after the order is executed, the data will display
as “Suspect” and a comment will be automatically created by the system stating who
changed the LOA and when it was done.
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Data Integrity Suspect Stages = This Purchase Order is missing its certifying entity type specifier for stage: ORDERED

Verifying Purchase Order Data Integrity

Adding/Viewing Attachments to a Purchase Order

A purchase order may require an approval or justification letter to support the order and
for it to be cleared. You can upload documents to attach to an order on this screen.

To upload a document:

1. Atthe bottom of the Purchase Order ¥ Attach Docu_menth )
window, locate the Attachments area and Comment
click the Upload button. X

2. The Attach Document dialog box opens.
Click the Browse button and locate and
select the file. l

3. Provide a comment about the attachment. Type ﬁ |
Ele (AROROvAL !
4. Select the file Type (i.e., scanned SF44) EXCHANGEMEMO |
OTHER
5. Click the Upload File button. o A SEREQUEST |
RECEIPT
6. Close the Attach Document dialog box. The SF44 |
attached file is displayed in the __"
Attachments section.
Amourt Paid &70.00 USD Voucher 280057
Time Balance Of Fund 775249 USD Cumency Exchange Rate  2.00000
Comment Field
Attachments 1Filels) | WS1GEU1OMACTDjpg v] [ View ] [ Ipload ] [De-lete]

Purchase Order Window Attachments Section

Cancelling Purchase Orders

Purchase orders may be cancelled by the FOO on the device, or on the Workstation by a
person with the appropriate authorization.

To cancel a PO:

1. Mark the Cancelled check box in the bottom right corner of the Purchase Order
tab.
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2. State the reason in the Cancellation Reason field.
3. Click the Save button at the top of the window.
4. C(Click Yes when asked to confirm the cancellation.

Note: Cancelling a purchase order returns the funds, but the PIIN remains expended. A
cancelled purchase order can be retrieved using the Lookup feature, but cannot be edited.
Orders cancelled on the Workstation will be transmitted to the device during the next data
upload.

Payment In The Amount Of  499.80 USD Cumency Exchange Rate  0.00000 Cumency Code SO

Paid By Cash Date Paid 10/28/2010 Voucher Na.

Time Balance Of Fund 4500.20 USD

Comment Field This was required dus to recent flood. <

Attachmerts

1 Filaiz)  [WReFSA11MAAN ina <1 [ view | [ tnload | [Delete | | Cancelled

Cancelled Purchase Order

Printing the SF44

An image of the SF44 can also be displayed and printed on the workstation. Use the SF44
button at the top of the Lookup Purchase Order window to produce a Standard Form 44
report.

'f Lookup Purchase Order

PIIN Mumber  w53F5411MAADTY g] SF44 | Miew Mode

Generate SF44 Button

When you click the SF44 button, the report will be displayed and can them be printed or
saved to your hard drive.

If the purchase order was entered manually on the Workstation, the official copy is a
scanned handwritten SF44 which will be displayed if it has been uploaded. If the scanned
image has not been uploaded, a message will be displayed stating the image is not available.
[t is important to properly assign the document type to each uploaded document so the
system can appropriately catalog them.
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U.5 GOVERNMENT

PURCHASE ORDER-INVOICE-VOUCHER

DATE OF ORDER.

06/08/2011 WI12ABCI1IMBAO1
PRINT NAME AND ADDRESS OF SELLER (WNumber, Street City, and State)®

P Dead Btore

A 39s0daave

Y sodaville

E 5D 12354

E United States

FUENISH SUPPLIES COR SERVICES TO (Name and address)®

SME UNIT
123 Main St
Bowie

MD, 00000
United States

SUPPLIES OR SERVICES QUANTITY TNIT FRICE AMOTNT

Keyboard 3EA 9.99 29.97

AGENCY NAME AND BILLING ADDRESS™

TOTAL 2097PYG

FOBTA

P

A 1851 S Bell St DISCOUNT TERMS

Y Arlington

o} VA 22202 DAY(S)

R United States DATE INVOICE RECELVED

06/08/2011

CORDERED BY (Signature and tifls)

Electronically Signed By : Foo2 Final, 1393841423, Device Id : 354114011011765 On 06/08/2011
PURPORE AND ACCOUNTING DATA

231 2502 .0000 251111 P123456585.0000 225D 22 A6565DE S3356565656.0000 A6565DE 22 S35365
PURCHASER To sign beiow for over-the-counter delivery of items

RECEIVED BY

M

Foo2 Final
TITLE DATE
06/08/2011
SELLER Please read instructions on Copy 2
Payment Received ClPayment Requested
2997 PYG
WO FURTHER INVOICE NEED BE SUBMITTED
HELLER DATE

% ),/ 06/08/2011

et Dead Store

(Bignature)
I certify that this account is correct and proper DIFFERENCES
for payrment in the amount of Exchange Rate
2997 USD 1.00000 Nene
(Autharized cerfifying officar) 2997 PYG None

ACCOUNT CERTFIED: 2997 PYG
Electronically Signed By : Pa2 Final, 1393841423; Device Id - 354114011011765 On CORRECT FOR
06/08/2011

BY
PAID BY CASH DATE PAID VOUCHER NO.
OR
OR o) 06/08/2011
*PLEASE INCLUDE SELLER'S INVOICE
STANDARD FORM 44a (REV. 10-83)
ZIP CODE(See instructions on Copy 2)PRESCRIBED BY GSA,
FAR (48 CFR) 53.213(c)

Printed SF44
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Completing Purchases

A DA can click the Edit button and edit the following fields in existing device-initiated
purchase orders:

e Date of Order

e Seller Information

e Furnish To Information

e Discount Fields

e Date Paid

e Payment Received/Payment Requested radio button and amount

e PR Balance at Time of Purchase

e Comment Field, Comments

e Voucher Number (on the Purchase Order Tab)

e Payment amount for payments not accomplished in the field by the PA on the device
(on the Purchase Order Tab)

Voucher Numbers and Payment Processing

If your finance office uses the Deployable Disbursing System (DDS), purchase orders
created in 3in1 can be uploaded to DDS for payment processing and assigning voucher
numbers. Typically the Disbursing Agent uploads this data using the Workstation DDS
Extract feature. For additional references on inputting SF44 information into DDS, please
see the DFAS 3in1 DDS manual. (Note: If information has been entered in the Voucher
Number field, the system will not select that order for export to DDS)

After voucher numbers are assigned to purchase orders outside the 3in1 Tool system, it is
necessary to add these voucher numbers to purchase orders in the 3in1 Workstation.
There are two ways to do this. If your finance office uses DDS, the voucher numbers can be
imported. Alternatively, the Disbursing Agent can look up individual purchase orders and
manually enter the voucher number for each one. See Module 8: Post-Clearance Operations,
Lesson 1: Exporting Payment Information to DDS and Lesson 2: Adding Voucher Numbers in
the Workstation details.

Seller Signature Date 102820100

0 00000 Cumency Code SC
107282010 Woucher Mo.

Voucher Number Field on Purchase Order Screen

Lesson Summary
In this lesson, you learned to:
U Look up a purchase order on the Workstation
0 Add voucher numbers, record payments, receiver information to purchase orders

U Monitor data integrity in purchase orders

3in1 Tool New User Training Page 83



Lesson 1:Looking Up and Completing Purchase Orders Module 6: Managing POs on the Workstation

U View attachments
U View FOO and Clearance comments and signatures associated with a purchase order

U Print a SF44 from the Purchase Order screen
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Module 7: Clearing Purchase Orders

Lesson 1: Clearing Orders from the Workstation

Objectives
After completing this lesson, the participant will be able to:
U Locate purchase orders that require review and approval
Monitor data integrity in purchase orders
Flag orders and add comments for FOO review and response

Clear purchase orders and submit them to the next reviewer

0O 000

Upload cleared orders to Electronic Data Access (EDA)

Clearing Purchase Orders

Clearance is the process of reviewing or approving purchase orders by multiple people,
usually based on their roles in the procurement process. When the devices are connected to
the Internet, SF44 information is transmitted to the prime database and is immediately
available for review and clearance on the Workstation. Reviewers can see all SF44
information, receipt image, signatures, and required approval letters. Reviewers can
approve, disapprove, or flag an order for follow-up and transmit comments or questions to
the fielded device for response.

The clearance process for orders is established by the KO during the provisioning process.
Orders will move through the clearance process in the order the reviewers were assigned.
Reviewers will receive an email from the 3in1 system when orders move to their queue for
review/clearance. This notification can be turned off from the User’s Profile screen.

To access the purchase orders that require your review and approval:

1. Select Purchase Order, Clear Purchase Order from the main menu.

Purchase Order | Reports / Extracts
Clear Purchase Order

Lookup Purchase Order
Market Research

The Clear Purchase Order window opens. Your name and role display at the top of
the window.

2. Select a Unit and Office from the drop-down lists at the top of the screen. (To select
all units, select the All option. This enables viewing orders associated with FOOs in
all units.)

3. Select the FOO or PA whose purchase orders you would like to review. Click the
FOO or PA radio button, then select a name from the drop-down list.
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4,
Pending, Disapproved or Approved.

If there are many orders, use the Filter POs by Status field to filter them by status:

The list of purchase orders updates to match the criteria you specified.

’iCCS 3n1 Workstation Control Center - [Clear Purchase Order] EE
W File SetUp Device Management Financial Purchase Order Reports / Extracts  Help - x
Office [Finance Oficer at Disbursing Djibouti DSSN___ | Unit (g - | Refiesh | | SubmitPage |
@ Paying Agent () FOO [chiral. P2 1) ~ | FiterPOs by Staus [ - M 4|1 of 1l ¥ |
_ .. PR PR
Date PIIN Vendor Total Paid Revid oo e
02/03/2011 WIDCrZIIWACDZ | Der Equip Co [2600000UsD  [Yes  [Yes |PRIS [25835.00 USD
liem Descripion Unit Price Quantity Unit Total Price PBI @ Pending () Approve () Disapprove () Flag for Review
so0usp |15 [Each | 12000usD | ‘ 7|
0Fil - [ Vi I Upload | | Delete
Bulb 300UsD |15 |Each | s00uUsD | iets) | J | view ‘ ploa H ‘
. Comments Signatures  Clr Status/Comments || viewsFas | viewpo
S REEE TR View Scanned PR&C
Date [ st Role Staws  Comment
Name Name
Foo2 |Chiva\ ‘F\eld Orderin. ‘ |\Hsend\lsoon
2732012 |FOO |MANAGER | Contracting Of. CLEAR |

Clear Purchase Order Window

Each order is displayed in a separate block, with associated purchase items displayed

beneath.

Purchase Payment made?

AN

Order Date

Total Order
Amount

Vendor
Name

\

PR Number

PR Amount
Remaining

PIIN | Vendor Total \ Rcv'd PR Number PR Bal U
W5BFSATIMAADT | Salam Gul Al Hardwars |4s3.80 USD |Yes [ves  [PRIDI | 450020 usD
ltem Description Unit Price Quantity Uniit Total Price FEI @ Pending () Approve () Disapprove © Re
2459 USD 2 Each 439.80 USD R
| | j| | | 1Flefs) [W5BFSATIMAADT jg ~| | View || Uplo

hd

Purchase Item Details

Purchase Order Components

Property

Book Items

In the Lookup Purchase Order window, on the FOO Responses Clearance Status tab, the

Waiting for Clearance section identifies the next reviewer.
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l?‘ Lookup Purchase Order EI@
PIIN Number  y12XZ11MAADT (=) View Mods [Wi2xrz11MAAD (06/08/2011, 100.00 USD) - Add... Edt
Furchase Order I Furchase ftems | FOO Responses and Clearance Status |Signatures. Messages, Miscl
Date First Name: Last Name: Role Status Comment
6/8/2011 248 PM FOO MAMNAGER Contracting Officer CLEAR
6/8/2011 243 PM DA TEST Finance Officer CLEAR
6/8/2011 252 FM RM TEST Resource Manager CLEAR
6/8/2011 254 PM FBO TEST Property Book Officer CLEAR
Waiting for Clearance Move to Next Clearance Level
Clearance Order Clearance Type ‘Waiting On Waiting Since Waittime  Reviewed By
Y Grow Approve 5/18/2011 834 P 30
Data Integrity Suspect Stages - }
> 4

Waiting for Clearance section identifies next reviewer

Reviewing and Responding to Comments

Comments regarding purchase orders may be exchanged between a FOO, using the
handheld device, and a reviewer who types in the Comments section on the Clearance
screen.

To view comments made by FOOs, click the Clr (Clear) Status/Comments link. The Status
of the order provides context for the comments. For example, a FOO may have responded
to an order that had a Flag for Review status.

Date First Name Last Name Fole Status Commert
1002572010 | Mosh Witzon FieldOrderngCffi... | Dizapprowved
1042712010 | Moah Wikson FieldOrderngOffi... | Flagged for e | Order Comment: This was required due...

Clr Status/Comments Table

If the reviewer has a question or if the file is incomplete, the reviewer can flag the file for
review and send a comment to the FOO via the device. To write comments about an order
to a FOO, click Flag for Review radio button and enter comments in the Comments block.
(All of the links toggle between show and hide.)

B ——
This does not meet the demonstrated need requirement . o
- Comments

Reviewer Comments

In addition to the item details, you can view or hide reviewer comments and signatures by

clicking the Show/Hide Signatures links.
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Date PIIN Vendor Total
10/28/2010 WEEBFSATTMAADT Salam Gul Ali Hardware 45580 USD
ltem Description Init Price Guantity it Total Price PEI
24.99 USD 20 Each 499.80 USD ]

Received By: Seller:

Signature Block

In the event a reviewer flags or disapproves the order, an automatic email notification is
sent to the order owner (FOO), stating that the order has been flagged or disapproved and
notifies the user to take appropriate actions. An example of an email notification is as
followed.

SF44 Purchase Order, W12ABC11MAHO7 has been rejected by "Blockwell, Doug ", email
address is "doug.blockwell@abc.com”, from office "RCC Baghdad". Comments provided by
reviewer are: "This purchase order requires |6 approval letter, please upload the approval
letter", Please log into the 3in1 Tool application to accomplish the necessary tasks.

In order to receive email notification, users must provide valid email addresses in their
Workstation user profiles, which should be reviewed and updated on a regular basis.

Viewing Attached Files

All attached files associated with the PO are listed in the files drop-down. Use the View
button to open the file.

i) Pending (7 Approve (") Disapprove i@ Flagfor Review |
1Flels) | WSBFSATIMAADT jpg =] | View | | Upload | | Delete |

File Attachment

Monitoring Data Integrity in Purchase Orders

The Workstation includes a validation feature to issue a warning if the SF44 data received
from the device has been altered.

The device locks the purchase order with encryption, making it unchangeable, during three
stages:

(1) Ordered Phase: When the FOO commits to placing the order on the device.

(2) Paid Phase: When the PA agent enters the password on the device and agrees to pay the
amount stated on the SF44.

(3) Received Phase: When the receiver signs on the device to acknowledge the items
received.

The device transmits to the Workstation each instance of the SF44 during each phase, and
the Workstation checks its validity.
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On the Clearance screen, reviewers check if the purchase order is valid or it has been
altered in some way. To do this, click the Lock icon shown in the following figure.

If the purchase order has not been altered, a confirmation message (“OK”) is displayed
beside the Lock icon. However, if the purchase order has been altered in some way, a
“Suspect” message is displayed.

If the order is flagged as Suspect, click the View PO button to review the entire purchase
order in the Purchase Order window.

DFiefs) | =] | view | | Upload | | Delete |
Comments Signatures Clr Statys/Comments Wiew SF44 ] [ View PO ]
Cash Advance Discount Suspect [ View Scanned PR&C ]

Verify Data Integrity

If a FOO attempted purchase triggers a procurement control, a Warning link is displayed.
Click the link to view the warning message.

@ Pending & [ove (71 Disapprove (71 Hag for Review
DFiefs) | =] | view | | Upload | | Delete |
Comments  Signatures [ View SF44 ] [ View PO ]
Message Cash Advance Discount @ [ View Scanned PRAC ]
ftem “TWT": Mot authorized under TTM125 -

Warning Message Indicates Procurement Control Policy May Have Been Violated

Viewing the SF44, Cash Advance and Discount

Two other features on the Clearance screen are viewing the SF44 associated with the
purchase order, and viewing the cash advances associated with the purchase request.

Click View SF44 to open the SF44 in a separate Microsoft Word window. Click the Cash
Advance link to view the cash advance(s) associated with the purchase request and the
remaining funds.

Lashidvance

Cumency: USD Exchange Rate: 1.00000 FO: wilzon, Moah
Amount: 1000.00 Funds Left: 47520

Viewing Cash Advances

Click the Discount link to view fixed and/or terms discount amounts.
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! 1 ]
Cash Advance Discourt Miew Seanned PRAG

Foced Discourt Amount: 40097 USD Terms Discourt Amount:

Viewing Discount Amounts

Viewing Scanned Purchase Request

To view the scanned purchase request, associated with an order, click the View Scanned
PR&C button. If there is no scanned document, a message will display.

Completing Review of Purchase Orders

After the reviewer has finished reviewing an order, he or she can mark the order as
Approve, Disapprove, or Flag for Review.

Pending rove Dizapprove @ Haag for Review

The selected radio button represents the appropriate action for the selected PO.

e Approve - order will automatically go to the next person in the clearance process
for review. An email notification will be sent to the next reviewer based on the email
address provided in the user’s profile.

e Disapprove - order will stop the review process for necessary actions to be taken
outside of the 3in1 system. Comments must be added when an order is disapproved.

¢ Flag for Review - order will stop the review process and the reviewer can send
comments or questions to the FOO via the device for follow up (i.e. order required
approval letter, need to upload image of receipt)

If there are multiple purchase orders that require = =R
review and action, complete your review and update
the status of each one, then click the Submit Page | Refresh | [ Submi Page |
button.

|1 of 11| |

Refresh the display at any time by clicking the Refresh
button.

A maximum of 10 orders can be displayed on one page. If more than one page of orders
exists, click the right double-arrow to advance to the next page.

Note: If you are in an area with inconsistent connectivity, it is recommended that you
submit your clearance/review status regularly.

Web-Based Clearance

Users who log in to the web-based 3in1 system, via JCCS, view the Clear Purchase Orders
screen by default. To view purchase orders in their queue, users select an Office, Unit, FOO,
and Status Filter. When they click the Refresh button, the clearance items are updated.
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& & https://jccs.bta.mil/3INL/ClearPurchaseOrder.aspx v O |45 | x 1" Googl= P~

¢ Favorites |95+ | @ Secure Access VPN Portal ... | @ Clear Purchase Order |

Welcome FOO MANAGER!

Main Menu (click below to clear purchase order. choose a report to print. or logout):
Clear Purchase Order | Reports | Logout

unit |
Field Ordering Officer Filter POs by Status ] [~ i'::&‘z 3‘:’1‘;:; ;’;9;
Page1234
venaor ______Jiola_______[paid__[Revd [PRNumber PR Balance
0210212012 W12XYZ12MAID3 Pentagon Supplies 15,00 USD Yes  Yes  WERSS7 576500 USD
|Ilem Description Unit Price ‘Quantity Unit Total Price PBI

) Pending ) Approve @ Disapprove () Flag for Review

15.00 USD

[pots 15.00 USD 1

0 File(s) E| [ Upload ]

BG
v % solor: \g—— a View SF44 | [ View Scanned PR&C

Comments CIr Status/Comments Cash Advance

123132 -

__mm_ Number PR Balance

‘0210512[]12 WI12XYZ12MAJ0S Pentagon Supplies 2250 USD Yes Yes FD345 6977.50 USD
Item Description Unit Price Quantity Unit Total Price PBI ) Pending () Approve @ Disapprove () Flag for Review
SHIPPING 250 UsD 1 Lo 250 USD

o Filets) [+] [ Upload |
Wheels 20.00 USD 1 BX 20.00 USD
) View SF44 | [ View Scanned PR&C

Received z Seller ,E‘\ Comments Clr Status/Comments Cash Advance
By: E
556 -

Clear Purchase Orders Screen

Users can review and approve clearance as they do using the standard Workstation
version. The web site displays an acknowledgement message, shown below and the order
is removed from the user’s clearance queue. For other order status changes, such as
flagging or disapproving an order, the web site also displays a message confirming an
acknowledgment of the change.

Message from webpage &J
e —

I " Changes made to 1 record(s) have been saved to database.

I —

Web Site Acknowledges Approval of a Purchase Order on the Clearance Screen

Lesson Summary

U Locate purchase orders that require review and approval
U Monitor data integrity in purchase orders
U Flag orders and add comments for FOO review and response

U Clear purchase orders and submit them to the next reviewer
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Module 8: Post-Clearance Operations

Lesson 1: Exporting Payment Information to DDS

Objectives

After completing this lesson, the participant will be able to:

U Export purchase orders to DDS to obtain voucher numbers and account for funds
being disbursed

U Describe how the 3in1 Tool Workstation interacts with DDS in terms of payments
and voucher numbers

Exporting Purchase Orders

The Deployable Disbursing System (DDS) is a Defense Finance and Accounting System
(DFAS) used in Contingency environments by the U.S. Army and Marine Corps services.
When a Disbursing Agent uses the DDS Extract feature, the system uses the DSSN of the
associated Finance Office to determine whether the extract is for the Army or Marine
Corps.

If your finance office uses the Deployable Disbursing System (DDS), purchase orders
created in 3in1 can be uploaded to DDS for payment processing and assigning voucher
numbers. If you do not use DDS, you should follow your local procedures for payment
processing and go on to Lesson 2.

Extracts are based on orders that have been cleared by the DA for a PA and that have not
previously been exported to DDS or have a voucher number assigned.

To export purchase orders:
1. From the Financial menu, select DDS, Create DDS Extract.

Financial | Purchase Order Reports / Extracts Help
Financial Administration

Add Purchase Request
; DDS 3 Create DDS Extract

AOR: Import/Update Voucher Numbers

Ll .;
The Generate DDS Extract window opens.
2. Select the appropriate AOR and Finance Office using the drop-down menus.

The list of paying agents updates to correspond to the selected AOR and Finance
Office.
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' Generate DDS Extra

I AOR

C=RIE X

[CJTF-HOA

Finance Office | pispursing-Dijibouti DSSN: 6870-8

Paying Agents (Select a Paying Agent)

Paying Agent

Hayes, Mark Lewis
Hoekstra, Aaron Mich...
hubbard. roberta
Kerbow, Justin Randal
Koto, Kwami Holali

> Melo, Chris

Maoare, Timothy

otowan, darlington
PA, Offline

Palivy, Alexander mic...

Initiate Extract

Select the Paying Agent name, then click the Initiate Extract button.

4. In the following dialog box, specify the location and file name for the export file.

Click the Save button.

All purchase orders with no voucher numbers that are associated with the selected
paying agent, AOR and Finance office, are selected automatically for export.

Where do you want to save the DDS Extract?

Save in: I [ ReportOutput

My Documents

o B

o

-

-
My Metworlk
Places

e N s e

2]

|E] 57f40980-110a-4693-aa54-7b35ccagedfs. dat

lUnload 312

File name:

Save as bvpe: Idat files " .dat)

Save DDS Extract File Dialog Box
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6. Click OK in the following confirmation dialog box. The export file is created.

B x|

File: C:\Data\DDSExtractOutput! 20 10-07-06 Upload. 312, dat will be created

Export File Confirmation Dialog Box

The following dialog box confirms the contents of the exported file.

DDS Extract Created ==

:I DDS extract file with 1 voucher(s) totaling §12.50 has been created

DDS Extract Created Dialog Box

Processing 3inl Data in DDS

It is helpful to understand how the exported data from the 3in1 Tool Workstation is
uploaded and processed in DDS. After payments are issued and voucher numbers are
assigned, accountability is posted and the voucher number can be imported back to the
3in1 Tool Workstation.

Uploading Data to DDS

1. The initial relevant DDS screen pre-validates the data from the export file created in
the 3in1 Tool Workstation, as described in the previous section. Note the
Prevalidate radio button is selected.

2. Click the folder icon to select the data file.
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)DS [DDSHELP-2] - [CAPS Interface]
ﬂFile Processing  Yaulk Check/EFT Reports  Swstemn  Accounting  Screen Window  Help

Lack in: Ig Exports on 'Server' [2:) x| £ Eo-

[Z] results, bxt

results.xls
EJ results_al.bxk

results_al.xls
|2|rFoon4s3.00z

|=) rFooo4ss. 002
@ [T [ |
File name: |U|:|I|:|ad.asc Open I
Files of type: I.&II Files 7.7 ;I Cancel |

File Open Dialog Box

3. Select the data file exported from the 3in1 Tool Workstation, then click the Open
button.
4. Click Yes when asked to continue the upload process.
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&
5]
|z = ol @] Sl <[y P ?
Upload | Dowmload | Recreate |
*Filename: |7-\UPLOAD . ASC @

Options

~
o

(] This upload is a long running process. Do you want to
. continuers

Upload File Dialog Box

The results of the file upload are shown in the following report. Any problems detected

with the data file will print out in the report. Note the report shows the number of accepted
and rejected payments.

I dds_rintfccapserrorsu: Previewer

File View Help

2358 BX| # (o] [»] | Page: |1 ?

bocepted MNunber of Payments 8

Rejected MNurkber of Payments 0

Thi= i= the 1=t file uploaded on the business day 07/04/2010 4
Currency Humber
Cash 3 5]

DDS Upload File Report Screen
Making Payments

The next step is to account for paid vouchers. Note: Open as the agent who is making the
payment.
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1. From the DDS main menu, select Processing, Disbursements, Interface Cash
Disbursements.

#8 DDS [DDSHELP-2] - [Main]

ing RN

Disbursements

Collections

Deposit

Dehit Woucher

Loss of Funds

Deferred Voucher

Transfer Inor Cut

Redeem Uncolleckable Checks
Appropriation Transfers

Query

Backouk

Zustomer Check Privileges
Journal Voucher Log

Check/EFT Reparts

Exchange Transactions (U,5. /Foreign Currency)

System  Accounking  Screen Window  Help

S
raral
» Milikary Payments

w9

SF 1034 - Pub Youcher for Purch Swes Oth Pers

SF 1049 - Public Youcher For Refunds
SF 44 - Purchase Order [ Invoice | Voucher

Interface Cash Disbursements

DDS Menu

2. In the Interface Cash Disbursements window, the agent selects the payments to make
by marking the check box. It is necessary to select one payee at a time.

3. Click the Pay button.

74 DDS [DDSHELP-2] - [Interface Cash Disbursements]

@ File Processing Waulk ©Check/EFT Reports  System  Accounting  Screen Window  Help

BETE o @]« Jr | 2f-E] K]?
Day
Contract )/ Punt Curr

Source Name Order Number Nbr 88N Code Amount
v |cm:s |ALFAHAD COMPANTY [msmEU—oaHaasaooos 1 | us | 450_00J
B |cp.ps |.M{ELI [msmEU—osnsssaoooz 1| us | z,620.00
| |cm:s |JASHIN [msmEU—oaHaasaoool 1 | us | 2.500.00
u |cp.ps |KALM AL-NASOOR [msmEU—osnsssaooos 1 | us | 105.00
I |cm:s |KALAT AL-NOSDUR [msmEU—oaHaasaoooa 1 | us | 3,.800.00
| |cp.ps |NASEEH ALL-PASEKH CO |IlISlGEU—DSH88530004 1 | ug | 336.00
n |CAPS |NASEEH AL-BASEEH CO. rmsmlzu—oar{aasaooo? iL | us | £,163.00
[ |lraes [oHnENTY mAWsTIIIOTTAN 191 RRIT-NEMERERANNE il | e [ 4 nFn nnJ

4‘] | »

Accounting Lines |
LPI Document Mat
Cl» FY APC EOR T8 Equivalent Beference IEOP ODRC LIZC

& |47DF |z6EE 450.00 [W21zZ3v80841008 | U | z B

|
I |
] .||

|
rr i
|

N

|Zl & EOEZO 0000 50 0000 00000000000 Z6EE U WS1E3YE05941005 47DF 000000 S050

=]

Total TS
Ermaivalent -

DDS Interface Cash Disbursements Window

450

]
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4. Confirm the displayed payment and LOA information are correct. Click OK when
asked to confirm payment.

Urder mumbher nhy p=F=1.1 Lode AT0 03T
W3LGEU-0SMEE530006 |_1| ’E| 450,00 - |
[wsmxu—usnsssauuuz |_1| ’W| Z,620.00
ImsmEU—DaHaesaoDol |_1| Wl 2,500 00
I{nslcEU—DaHaesaouoa |_1| Wl 105. 00
I{nslcEU—DaHaesaouoa |_1| Wl 3,800. 00
W3LCEU-03MEE530004 |_1| ’E| 336.00
Fasmzu—osnsssaooo'? |_1| ’E| £,16%. 00
191 RRI-NAMAREANANG (| [rre | a nzn n}nJ

Mat bot
IBEOF ODC Cd Q
sq1o05 | U | z |
| i\
Pay This Record ?
| | | .

1123730541005 47DF 000000 =05

r

Payment Confirmation Dialog Box

5. The following screen identifies the voucher number assigned to the payment. Write
down the voucher number before clicking OK on this dialog box.

| 1 | | s | 33600
_|_1| |US | 6,163.00
] | | e | 4 n#n nnJ

»

oooooo S05

Voucher Number Assignment Dialog Box
6. Go to System>Re-Print Voucher>AOP tab and print the AOP.
Downloading Data from DDS

Once payments are made, the next step is to download data to a file which can be imported
into the 3in1 Tool Workstation, to update purchase orders with the newly assigned
voucher numbers. Note: This function can be performed only after all payments are made
and the business day is closed.

1. On the Download tab, select the file to download; use the batch number as a
reference.
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2. Click the Download button.

DS [DDSHELP-2] - [CAPS Interface]
ﬁFiIe Processing  Waultk Check/EFT Reports  Swstem Accounking  Screen Window  Help

mﬂ

DDS Download Tab

3. Use the following screen to determine where to post the file. Click the folder icon,
then specify a drive and directory.

0 DDS [DDSHELP-2] - [FILE_DIALOG]
Processing Wault Check/EFT Reports System  Accounting  Screen  Window  Help

DDS File Output Screen

4. Click OK on the following dialog box to confirm the download file creation.
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- | ) Information: About to create download file for PAID

Download File Creation Dialog Box

5. When the download file is created, the following dialog box is displayed. Click OK.

- | ) Information: FILE SUCCESSFULLY DO MLOADED

Download File Creation Confirmation Dialog Box

Lesson Summary
In this lesson, you learned to:
U Export purchase orders to DDS to obtain voucher numbers

U Describe how the 3in1 Tool Workstation interacts with DDS in terms of payments
and voucher numbers
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Lesson 2: Adding Voucher Numbers in the Workstation

Objectives

After completing this lesson, the participant will be able to:
U Import voucher numbers for purchase orders

U Manually add voucher numbers to purchase orders in the Workstation

Adding Voucher Numbers to Purchase Orders in 3inl Tool
Workstation

After voucher numbers are assigned to purchase orders outside the 3in1 Tool system, it is
necessary to add these voucher numbers to purchase orders in the 3in1 Workstation. There
are two ways to do this. If your finance office uses DDS, the voucher numbers can be
imported. Alternatively, you can look up individual purchase orders and manually enter the
voucher number for each one.

Importing Voucher Numbers from DDS

Follow these steps to import the DDS download file and update purchase orders with the
voucher numbers issued in DDS:

1. From the 3in1 Tool Workstation main menu, select Financial, DDS, Import/Update
Vouchers.

Financial | Purchase Order Reports / Extracts Help
Financial Administration
Add Purchase Request
DDs > Create DDS Extract

:‘%,“:7 Import/Update Voucher Numbers
2 &

2. Inthe Import dialog box, click the Locate Import File button to locate and select the

DDS download file.
a2 ImportVoucherMumberFromDDS EI@
Ciimportfiles'2010-06017.dat
import_|

Import Dialog Box
3. Click the Import button.

Imported voucher numbers are automatically assigned to the corresponding
purchase orders.
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4. The following dialog is displayed when the import process finishes. Click OK.

E x|

&ll Voucher Mumber(s) have been updated

Voucher Update Confirmation Dialog Box

Manually Adding Voucher Numbers to Purchase Orders

If your finance office does not use DDS, you will need to look up individual purchase orders
and manually enter the voucher number for each one. Use the Purchase Order, Lookup
Purchase Order feature described in Module 6: Managing Purchase Orders on the
Workstation, Lesson 1: Looking Up and Completing Purchase Orders .

Once the correct purchase order is located, click the Edit button at the top of the screen.
Locate the Voucher Number field and type the number. Click the Save button at the top of
the screen.

Seller Signature Date 10/28/2010

0.00000 Cumency Code sD
10/28/2010 Youcher Mo.

Voucher Number Field on Purchase Order Screen

Orders Moved to EDA for Permanent Storage

After voucher numbers have been issued, the 3in1 prime database will transmit payment
information to other financial systems and send order/voucher and receipt images for
official document storage to Electronic Data Access (EDA). This eliminates the need for
FOOs and PAs to retain paper copies of the SF44s.

Lesson Summary
In this lesson, you learned to:
U Import voucher numbers for purchase orders

U Manually add voucher numbers to purchase orders in the Workstation
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Module 9: Updating Financial Information

Lesson 1: Updating Purchase Requests

Objectives
After completing this lesson, the participant will be able to:
U Look up purchase requests from the Financial Administration
Edit Cash Advances, DDS Agent IDs, and Site IDs
Increase purchase request funds
Cancel or close purchase requests
Clear cash advances by authorizing adjustments

Attach documents to purchase requests using the Document Handling feature

U000 0Do

View orders associated with a purchase request

Looking Up a Purchase Request

Use the Financial Administration screen to perform updates when funds need to be added
to or removed from a purchase request; a PR needs to be closed out; or cash needs to be
transferred from one PR to another at the end of the fiscal year.

1. From the main menu, select Financial, Financial Administration.

Financial | Purchase Order Repc

Financial Administration
Add Purchase Request
DDs 3

Financial Menu

The Financial Administration window opens.

o) Financial Administration [E=% EOR[*%=|
Financial User
Selected Financial User: Select a Field Ordering Officer
or Paying Agent

Purchase Fequests
Click to see cash advances. Double-Click to select a purchase request

2. The first task is selecting the FOO or PA. Click the Select a Field Ordering Officer
or Paying Agent button.

The Select Financial User window opens.
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seecrmnce e g S -

Search Options
©) FOOs

[CJTF-HOA

FinanceOffice  (pjgpursing-Djibouti DSSN: 6871

A [Melo, Chis

Cancel

3. Select the FOO or PA whose purchase requests should be accessed.

Select the FOOs or PAs radio button, then select the appropriate AOR and office.
Then select a name from the FOO or PA drop-down list.

4. Click OK.

Purchase requests associated with the selected paying agent or FOO are displayed in
the Purchase Requests section.

Financial User

Selected Financial User- |Melo. Chris Selecta FieIdIOrdenng Officer
or Paying Agent

| Refresh Purchase Requests

Purchase Requests
Click to see cash advances. Double-Click to select a purchase request.

Total

Disbursement Adjusted
Adjustments Available(US
(UsD)

‘Gpen [EVEY Supplies 51712012 12-...[20,00000 [168561 [18.314.39  0.00000 18,314.39... |23423 2 3463 3453 34

Status RTEEED Description ate) Amount(USD Expended(U! Available(US Line of Accounting

Request Created

Financial Administration Window — Purchase Requests Section

5. Inthe Purchase Requests section, double-click a purchase request.
The Purchase Request Administration window opens.
To edit the information in the purchase request, click the Edit PR button.

Use the other buttons displayed at the bottom of the window to perform actions on the
purchase request.
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v Purct;se Request Administratio gz‘

Purchase Request Details
Assign to Melo, Chris

Purchase Request Mumber CHPR767

Description for Device Display | Supplies

Service Organization Army v
234232 3453 3453 34 34534 452345234543525

4235 52345 4352345342 56345623453453453

Line Of Accounting 4352345342 52345 523457

Finance Type Cash

Amount (USDY $20.000.00

PO Adjustment Amount 0.00000

Cash Advance Adj Amt 0.00000

Purchase Request Maintenance

| DecommitPR | | IncreasePR | | Close PR

| Add Cash Advance | | EditPR |

1 File(s) [F’urchase_Request_Documeandf(F’UF V] l Wiew ] l Upload ] lDeIete]

Close

Purchase Request Administration Window

Editing Purchase Requests

Select the Edit PR button to open a new window and edit the following fields: PR Number,
Description, and Line of Accounting (LOA). Click the Save button to save the changes. To
abandon the edits, click the Cancel Editing button.
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v Purchase Request Administratic

Purchase Request Details
I Assign to Melo, Chris

I Purchase Request Number CHPR767 I

Description for Device Display ~ Supplies

Service Organization Army -
234232 3453 3453 34 34534 452345234543525 o
4235 52345 4352345342 56345623453453453 had
Line Of Accounting 4352345342 52345 523452
Finance Type Eash -
Amount (USD $20,000.00
PO Adjustment Amount 0.00000
Cash Advance Adj Ami 0.00000

Cancel Editing Save

Edit Purchase Request

It is possible to use the Edit PR button to edit the Line of Accounting. However, please note
that if the Line of Accounting is corrected after the order is executed, the data will be
identified as suspect and a comment will be automatically created by the system stating
who changed the LOA and when it was done.

PIN Nurber  [12345611MACT? -_,I SF44 | View Mode | 12345611 MACO7 (08/22/2011. 386,22 USD) | Add... Edit |

Furchase Order I Purchase Items' FOO Responges and Clearance Stalus| Sighatures, Messages, Mlscl

Date OF Order o o - i
Mame OFf Seller Eﬂ Comment EIW I == _1‘

Address Of Seller

Lomment Tvpe | [F[N[ZEAETS

e

Commett |

Furnish Supplies Or Serge

| Type | First Mame | Last Name | Comment
A ADMIN 54 Christianson Mo a2

A

- es
PR4C Changes: Line Of Accounting, changes made by otal [38822 USD

PR&C Changes: Line OF Accounting, changes made by: RM, PMO on 8126/2011 8:08:02 AM
T T z
J ) :

T
 —— Paid |

Data Inkegrity Suspect | Stages -~

FOOA, PMO (pro.Fooa) J

Purchase Order is identified as having Suspect data due to a changed line of accounting
After editing purchase requests, click the Refresh Purchase Requests button to update
the table displayed in the Financial Administration window.
Editing Cash Advances

If a mistake was made in entering the DDS Agent ID or Site ID for a cash advance, it is
possible to edit these fields.
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Double-click a cash advance on the Financial Administration window.
On the Cash Advance window, click the Edit button.

Modify the DDS Agent ID and/or Site ID field.

Click the Save button.

' Cash Advance EE

Cash Advance Details

W e

Maximum Cash Advance Amount (USD): | 20000

DDS Currency Code: |34

DDS Agent ID: 644]
Site ID: 45454
Currency: US Dollar -

Exchange Rate: 1

Advanceable Amount: (UsSD)

(Foreign)

Cash Advance Amount: 5.000.00

Cash Left: 349091

Adjustment Amount: |0.00000

0 File(s) | - [ View ] [ T ] [De|e1e]
Return Cash Transfer Cash Cleagash
Advance
Return Cash
Amount to Return:
Comments:
Save

Cash Advance Details Window

Viewing Cash Advances by User
To view cash advances by user:

1. Select File, Documents, Document Handling, and the Cash Advance tab.
2. Select the AOR, Office, Unit (optional) and User.
3. Click the Load User’s Cash Advances button.
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Cash advances associated with the user are displayed. Cash advance data cannot be edited
in this window.

Select a cash advance in the table; all attached files are listed in the Attached Documents
section. If multiple files are attached, select one using the drop down list.

Click the View button to view the attachment. Click the Delete button to delete the
attached file. Use the Upload button to attach a new document.

| User | Purchase Request| Cash Advance | Purchase Order

Select AOR  |[CJTF-HOA -]
Select Office | Disbursing-Djibouti DSSN: 6870-8 ~|
SelectUnit | v
Select User | Melo, Chris ~|

[ Load User's Cash Advances ]

CAlLocal PR CAlssue

CAID CA Amount Currency Mumber Date

C7C99 5000 usD CHPR764 517{201214...

F3F87 (2000000  |ID  |CHPR764  |5{17/201214..

Attached documents

File(s) -] [ View ] [ Upload ] lDeIete ]

View cash advances associated with the selected user

Viewing Linked Transactions

The Linked To column in the Cash Advances section is used to identify the cash advance
associated with subsequent exchanges that are made. A cash advance exchange is
equivalent to a cash advance return in one currency and adding a CA for the same amount
in a different currency; and one of the currencies involved is USD.
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Each cash advance is assigned a sequence number. The Linked To column identifies the
sequence number of the cash advance associated with subsequent returns/exchanges.

Cash Advances

Curr

Code

usob
usD
ALL

ALL

UsD
CDF
CDF
usob

E’;gg Expended Exspgnded Available

1 1,000.00 800.00 0.00 1,000.00
1 0.00 0.00 0.00 -361.38
1775 64.144 95 0.00 0.00 36138
1775 ooo 0.00 0.00 -0.01

1 0.00 0.00 0.00 -361.39
1775 64.146.72 0.00 0.00 361.39
1775 0.00 0.00 0.00 0.00

1 0.00 0.00 0.00 27723

Click to see purchases on a€ash advayce. Double-Glick fo selact a cash advance.
Ofcer Grested Mot e |50 JAmoun
TEST.RM 2/21j2012 4:35 1 Disbursement 1.000.00
(Device Qriginat.. |2/21/20124:40 .| |1 Exchange 1 -361.38
(Device Originat... |2/21/2012 4:40 De Exchange 1 64.144.95
(Device Originat.. | 2/21/2012 443 De Return De 095
(Device Qriginat.. |2/21/20124:45..| |1 Exchange 1 -361.39
(Device Originat.. |2/21/2012 445 _| D2 Exchange 1 64,146.72
(Device Originat.. |2/21/20124:46 ...| D2 Return D2 -0.72
TEST.RM 2/21j20125:09 1 Return 1 27723
~—/ ~—/

Amount(USC BDS
urr

us
us
DF
DF
us
FC
FC
us

Adj
Amt{USD)

0.00000
0.00000
0.00000
0.00000
0.00000
0.00000
0.00000
0.00000

Cleare

[3|{ESHESHESHESHESIESIES)

The sequence numbers displayed in the Linked To column help identify the original cash advance linked to the
subsequent returns and exchanges.

Decommitting Funds from a Purchase Request

If funds have been decommitted from a purchase request, the amount loaded on the
Workstation should also be decreased. Follow these steps:

1. In the Purchase Requests section
of the Financial Administration
window, double-click a purchase
request.

The Purchase Request
Administration window opens.

2. Click the Decommit PR button.

The Decommit Purchase Request
window opens.

3. Type the amount to decommit.

Select the Closeout Purchase
Request checkbox to

o' Decommit Purchase Request

~

==y X

Purchase Request to Decommit:

PR#: WER2367
Description: OPP FUNDS
PR Amount: $50,000.00
Available Amount: 50.000.00

(UsD)

Amount to Decommit:

I Decommit Funds ‘

(USD)

automatically close out a PR after a successful decommitment of funds. This saves
users the extra step of having to select the Close PR button. The system will only
close out the PR if all funds have been expended on the PR.

4. C(Click the Decommit Funds button.

The following message confirms the decommitment is pending, awaiting confirmation from

the device.
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De-Commit Purchase Request — ' ﬁ

Purchase Request#WER2367 is now Pending De-Commit{from
¥’ device)

s =

The purchase request status changes to “Pending De-Commit,” in the Financial
Administration window.

Purchase Requests
Click to see cash advances. Double-Click to select a purchase request.

Purchase o Date " )
Status Request Description Created AmountUSD) Expended(Uf Available(US
Pending De-Commit  Kijszvely) OPF FUNDS 11/14/2011 3:42... |50.000.00 0.00 50.000.00
Open WERB678 OPF FUNDS 2 11/14/2011 3:46... |50.000.00 0.00 50.000.00

Financial Administration Window — Purchase Requests Section

The Workstation must communicate the pending decommitment to the handheld device.
Read the section below for details.

When the Workstation receives acknowledgement from the handheld device, confirming
the decommitment of the requested amount, the Workstation automatically decommits the
amount and changes the PR status to “Decommitment Acknowledged”. In addition, the
available purchase request amount is re-calculated automatically. An acknowledgement
message is displayed in red, as shown in the following figure.

W P WSS AL w

Cash Advance Adj Amt 0

Purchase Request Maintenance

5500.00 was recently de-committed from this purchase request.

1File(s) | dd71666a-95do-46bf-9595-4a01da0388e ~ | [ — ] [ Upload ] [Delete ]

Purchase Request Administration Window — Message Stating Recent Decommitment

If the device denies the decommitment amount, based on calculations using the current
available PR amount, the device also sends a message, displayed in red, as shown in the
following figure. The PR status is “Decommit Rejected.”
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The message notifies the Workstation user of the correct available amount, so the user can
re-enter the amount on the Decommit Purchase Request window and click the Decommit
Funds button.

Purchase Request Maintenance

The request to de-commit $500.00 was recently rejected by the device.
The amount available to de-commit is $300.00

1File(s) | dd71666a-95db-460f 9b98-4a01da0388¢ ~ | ‘ View ‘ | Upload | ‘ Delete ‘

Purchase Request Administration Window — Message Stating Recent Decommitment Request was Rejected

Notes on Automatic Closeouts of PRs

A purchase request can be closed only if all funds have been expended on the PR.. Please
read the section below on how the close PR action is communicated from the Workstation
to the 3in1 device.

A scenario may involve increasing funds or decommitting funds from the purchase request
in order to make the purchase amounts and cash advances equal the purchase request
amount. For example:

a) Purchase request amount equals $5000.00
b) Cash Advance equals $4000.00
c) Total purchases made using the Cash Advance equal $3900.00

The RM cannot close out the PR because the cash advances and purchases do not equal the
PR total amount. The PR has $1000 remaining for cash advances to make purchases and
$100 remaining against the cash advance.

In order to close out this PR, the PA must return $100 in cash, then the RM has to decommit
the remaining amount, which is $1100 in this example, using the Decommit PR feature
described earlier. This would reduce the cash advance amount to $3900 and the PR to
$3900, so the PR could be closed.

Note: Closed or cancelled purchase requests cannot be modified later (i.e., the PR amount
cannot be increased).

Communication between the Workstation and Device During Decommit

Once the Decommit Funds button is selected, the PR moves to a “Pending Decommit”
status and a message is sent to the 3in1 device, requesting to decommit the specified
amount. The device either acknowledges the requested amount or identifies a different
amount that is available to decommit. Once the Workstation receives the message, the
decommitment can proceed. Purchase requests are automatically decommitted if the
handheld device verifies that the PR balance is sufficient to support the de-commit.
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Note that the device must be powered on and connected to the network in order for the
communication to occur. If the device is disconnected, it will not receive the message and
will not allow the Workstation user to decommit funds.

Increasing Funds for a Purchase Request

To increase funds for a purchase request:

1. Inthe Purchase Requests section of the Financial Administration window, double-
click a purchase request.

The Purchase Request
Administration V\iIindOW o Purchase Request Increase [ = |-
Increase Purchase Request
opens. Purchase Request to Increaser
2. Click the Increase PR button. PRE: PR 25433
The Purchase Request Descripton: | General Supplies and Services
Increase window opens. PR Amount. |£50,000.00

3. Inthe Amount field, type the
amount of funds to add to the
purchase request.

Increase Amount: 11000.00 (USD)

Increase Funds

4. C(Click the Increase Funds
button.

Cancelling a Purchase Request

A purchase request can be cancelled only if no purchases or cash advances have been
issued against it. Please read the section below on how the cancelled PR action is
communicated from the Workstation to the 3in1 device.

To cancel a purchase request:
1. Follow the steps outlined above to look up a Purchase Request for a FOO or PA.

1. In the Purchase Requests section of the Financial Administration window, double-
click a purchase request.

The Purchase Request Administration window opens.
2. Click the Cancel PR button.
3. A confirmation dialog asks you to proceed. Click the Yes button.

The purchase request remains in a Pending status until an acknowledgement of the
closing is received from the handheld device. The following message is displayed at
the bottom of the PR Administration window.
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Purchase Reguest Maintenance

This Purchase request is Pending Cancellation.

0Filefs) w| [ View | [ Uplosd | [Delete |

4. You may continue working. At some point later, navigate back to PR Administration

window for the same PR.

A message at the bottom of the screen will indicate the device has sent an
acknowledgement of the cancel action. Otherwise, the message will say it is still
waiting for the device to acknowledge the request. Check back later for the
acknowledgement.

Once the acknowledgment from the device is received, the Cancel PR button
becomes active. Click the Cancel PR button.

Click the Yes button on the confirmation dialog. The purchase request is now
cancelled.

Closing a Purchase Request

To close a purchase request separately from the decommit function:

1.
2.

Follow the steps outlined above to look up a Purchase Request for a FOO or PA.

In the Purchase Requests section of the Financial Administration window, double-
click a purchase request.

The Purchase Request Administration window opens.
Click the Close PR button.
A confirmation dialog asks you to proceed. Click the Yes button.

The purchase request remains in a Pending status until an acknowledgement of the
closing is received from the handheld device. The following message is displayed at
the bottom of the PR Administration window.

Purchaze Request Maintenance

This Purchase request is Pending Closeout

You may continue working. At some point later, navigate back to PR Administration
window for the same PR.

A message at the bottom of the screen will indicate the device has sent an
acknowledgement of the closing. Otherwise, the message will say it is still waiting
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for the device to acknowledge the request. Check back later for the
acknowledgement.

6. Once the acknowledgment from the device is received, the Close PR button becomes
active. Click the Close PR button.

7. Click the Yes button on the confirmation dialog. The purchase request is now closed.

Communication between the Workstation and Device during Cancel/Close

When the Cancel PR or Close PR button is selected on the Workstation, a message is sent to
the device, asking for acknowledgement of the cancellation or closeout. The PR moves to a
status of “Pending” and remains until an acknowledgement is received from the device. At
that point, the user can cancel/close out the PR on the Workstation.

There may be cases where the device cannot send an acknowledgement immediately. For
example, if pending orders on the device that are related to the cancelled or closed PR have
not yet been transmitted to the Workstation, the device must first upload these orders and
then provide the acknowledgement.

Note that the device must be powered on and connected to the network in order for the
communication to occur. If the device is disconnected, it will not receive the message and
will not allow the Workstation user to cancel or close the PR.

Clearing Cash Advances

In some situations, it may be necessary to make a minor adjustment in order to clear a cash
advance and close out a purchase request. For example, there may be a fractional value
difference due to foreign currency conversions; there may be a gain or loss due to a
fluctuation in the exchange rate.

As a general rule, before clearing a cash advance, return all leftover funds from that cash
advance. Once all leftover funds from the cash advance are returned, proceed to clearing
the cash advance.

Also, it is advisable that the DA clear all cash advances before the RM attempts to close out
a purchase request. The DA can manually clear a cash advance using the Clear Cash
Advance button on the Cash Advance window.

The Clear Cash Advance feature will be available only for “Top Level” disbursement
activities. The best way to spot “Top Level” disbursement activity is to look at
“Disbursements” inside the Activity column of the Cash Advances table. All of the
associated transactions, such as Exchanges or Return, will be automatically cleared when
disbursements are cleared by the DA.

To manually clear a cash advance:

1. On the Cash Advance window, click the Clear Cash Advance button.
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fa ™
% Cash Advance —— N —— .l-:'@ﬂ

Cash Advance Details

Maximum Cash Advance Amount (USD):

DDS Currency Code:; US ||
DDS Agent ID: Uy4

Site ID: 345

Currency: US Dollar -

Exchange Rate: 1

Advanceable Amount: (UsD)
(Foreign)

Cash Advance Amount: |50.000.00

Cash Left: 50.000.00

Adjustment Amount: |0.00000

OFile(s) | | | View || Upload | | Delete
Return Cash Transfer Cas Eleayash
Advance

2. The Workstation calculates the amount of the adjustment that is required, then
displays the following message.

Clear Cash Advance — M

Cash Left amount from all purchases, returns, and exchanges is
Y not zero. If you still have some cash you haven't returned yet,

please click Cancel now and return the cash first before trying to

clear this cash advance. Otherwise, would you like to authorize

an adjustment amount of -80.00000 in order to clear this
cash advance?

[ OK } [ Cancel

— At this point, if you determine that you need to return some cash before clearing
this cash advance, click the Cancel button and use the Return Cash feature, then
go back to step 1 and try to clear the cash advance.

— The other option is to click OK, which means that you authorize the Workstation

to enter the value shown in the message in the Adjustment Amount field for the
cash advance, and then clear the cash advance.

The following message confirms the cash advance has been cleared successfully.
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Cash Advance Cleared @

Cash advance has been successfully cleared.

L

Authorizing Cash Advance Adjustments during PR Close Out

If the RM attempts to close a PR using the Close PR button on the Purchase Request
Administration window, and some of the associated cash advances have not yet been
cleared, the 3in1 system will request to “force” clear them.

Click OK to authorize an adjustment in the amount shown in the message below and clear
the cash advance.

Clear Cash Advances

| Inorder to dose this PR all its cash advances must be deared. If you still have some cash you haven't returned yet, please dick Cancel now and return the cash first
\-‘(j before trying to dose this PR. Otherwize, would you like to authorize adjustment amount(s) of: -84.00000 for seq# " to dear the cash advances for this PR now?

I OK ] ’ Cancel ]

If the RM attempts to close a PR without first decommitting the remaining funds, the 3inl
system will request to “force” the closeout through PO and CA adjustments. Clicking Yes
will force the closeout of the PR.

. - - -
| —
Close Purchase Request g —— . . l_J

'e Would you like to authorize a purchase order adjustment amount

¥ 0of 386.11864 and a cash advance adjustment amount of
2542373 in order 1o close this purchase request? If not, please
decommit PR Amount to ZERO and try again.

e ][ n

Close Purchase Request Dialog Box — PO Adjustment Required

The other option is to click No and then use the Decommit Funds button to decommit the
remaining funds from the PR and select Close PR again. It is recommended that the

remaining PR funds be decommitted before closing out a PR.
Summary

To recap, the recommended sequence of events regarding the reconciliation of funds for a
PR in the 3in1 system is as follows:

Page 118 3in1 Tool New User Training



Module 9: Updating Financial Information Lesson 1: Updating Purchase Requests

1. Return all available cash for all cash advances associated with the PR
2. Clear all cash advances associated with the PR

3. Decommit remaining PR funds
4

Closeout PR

PR and Cash Advance Adjustments Display Onscreen Only

The cash advance adjustments are displayed only on the Workstation screens. They do not
affect the original purchase request nor are they displayed on the printed SF44.

On the Financial Administration window, the Purchase Requests section displays available
funds by purchase request, as well as disbursement adjustments and adjusted available
amounts in USD.

Financial User

Select a Field Ordering Officer
or Paying Agent

Selected Financial User- |Melo. Chris ‘ Refresh Purchase Requests

Purchase Requests
Click to see cash advances. Double-Click to select a purchase request.

Total

Purchase Date g Disbursement Adjusted
Status Request Description Created Amount(USD Expended(U: Available(US Adjustments Available(US
(UsD)

Open [NV Supplies 517/2012 12:... |20.000.00 |1,685.61 |18.314.39 |0.00000 18,314.39... | 23423 2 3453 3453 34

Line of Accounting

Financial Administration Window — Purchase Requests Section

The Cash Advances section shows available cash by disbursement so user knows how much
to return; action dates; and authorized adjustment amounts.

Cash Advances
Click to see purchases on a cash advance. Double-Click to select a cash advance.

Advanced Expended Available
Financial Date D Activi Linked Amount Curr Exchg Amount i:np;?:fd Amount an‘fun;‘;m DDSs Adj Amt Cleare
Officer Created y To (Local Code Rate (Local (Local Curr (UsD)
(USD) (USD)
Currency) Currency) Currency)
Baker, Lou 511712012 10 |273AA | Disbursement 5,000 00 UsD 1 1,656.34 1,656 34 349091 5.000.00 34 000000
[T 5172012 10| ABFF2 Disbursement 2.000,000.00 |IGD 1777.4545 |52,000.00 2926 2,000,000.00 1.125.20 a4 0.00000

Financial Administration Window — Cash Advances Section

The Linked To column in the Cash Advances section is used to identify the cash advance
associated with subsequent exchanges that are made. A cash advance exchange is
equivalent to returning a cash advance in one currency, and adding a cash advance for the
same amount in a different currency; also, one of the currencies involved is USD. Each cash
advance is assigned a sequence number. The Linked To column identifies the sequence
number of the cash advance associated with subsequent returns/exchanges.

In the Purchase Request Administration window, the Cash Advance Adjustment and PO
Adjustment fields display any adjustments made to the purchase request.
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( v Purchase Request Administration C=nlEl X )
Purchase Request Details
Assign to Melo, Chris
Purchase Request Number W2BKBZ-2358-1203
Description Materials for RDC .
ServiceOrganization Army -

2112020 .0000 8A 2084 P135197.00000 25EEB 83 »
I 49AF W912E511399950 49AF 83 509076
Line Of Accounting

Finance Type Cash -
Amount (USD) $3.300.00
PO Adjustment Amount 0.00

[ Cash Advance Adj Amt $3.00 ]

Purchase Request Maintenance

[ Cancel PR l I Decommit PR ] I Increase PR ] I Close PR ]
| AddCashAdvance | | EditPR |
OFile(s) | -] [ Ve ] [ Upload ] [De|ete]

Purchase Request Administration Window Displays Cash Advance Adjustment Amount

Working with Attached Documents using the Document Handling
Feature

Typically scanned supporting documents, such as a copy of the certified PR, would be
uploaded using the Purchase Request Administration window. However, files can also be
uploaded to a user profile, such as to a PA, using the Document Handling feature.
Attaching Documents to Purchase Requests
To attach files to a purchase request, such as a copy of the PR document:

1. Select File, Documents, Document Handling from the main menu.

2. Inthe Document Handling Form window, on the Purchase Request tab, select an
AOR and Finance Office.

Select a Paying Agent. The purchase requests assigned to the Paying Agent display.

4. Select a purchase request in the Purchase Requests table.
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User | Purchase Request | Cash Advance | Purchaseﬂrderl

AOR [CJTF-HOA

z)

Paying Agents

Paying Agents

Koto, Kwami Holali

Moore, Timothy

otowan, darlington

PA, Offine

Polivy, Alexander mic...

Purchase Requests

Office | Disbursing-Djibouti DSSN: 6870-8 v

Purchase Request Description Line of Accounting Amount
eI R ETAREE P CASH REQUEST CO... 1711804 60CA 260 3. |3238.8500
CLASDMIMOORD21 OPFUND IN SUPPQOR... | 971 0100.56SA SF-104... | 15000.0000
N3654ATTPVTRCM2 OPERATIONS FUND ... | 1711804 60CA 260 365... | 111985500
N3654AT1TPVI01S0 CASHREQUEST FO... | 1711804 60CA 260 36... | 2500.0000
CLASDM2ZMOORO03 Purchase requestfor... |9720100.565A SF-10... |15000.0038

Attached documents

2Fiels) [instaliation jpg (PURCHASEREQUES v| | View | | Upload | [ Delete |

Close

Document Handling Window, Purchase Request Tab

To attach a file to a purchase request:

1. Click the Upload button. The Attach Document dialog box opens.
Use the Browse button to locate and select the file.
Provide a comment about the attachment.
Select the file Type (i.e., Purchase Request, Appointment Letter)
Click the Upload File button.
Close the Attach Document dialog box.

A T

The file is now attached to the purchase request.
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T Aach Document 5

Comment

Type ‘ hd ' N
APPOINTMENT |
I

File  ApPPROVAL
EXCHANGEMEMO
OTHER
PHOTO
PURCHASEREQUEST

RECEIPT

SF44

Attach Document Dialog Box

7. Click the Close button to close the Document Handling Form window.

Viewing or Removing Attachments

Documents that are attached to a purchase request can be viewed in the application
associated with the document file type. For example, view an .XLS spreadsheet file in
Microsoft Excel. Then use the application to print or save the file locally.

To view a file attachment:

1. Inthe Document Handling Form window, select the file attachment (if there is more
than one) from the drop-down list.

2. Click the View button.

1Fiels) [approval letter =] | view | | Upload | | Dekte |

Document Attached to a Purchase Request

The selected document opens in the application that is associated with the document type.
A system setting on your computer associates file types with applications. For example,
XLS (spreadsheet files) are usually associated with Microsoft Excel.

To remove a file attachment from a purchase request:

1. Inthe Document Handling Form window, select the file attachment, if there is more
than one, from the drop-down list.

2. Click the Delete button.

Viewing Orders

The orders associated with a selected purchase request and cash advance are displayed in
the bottom section of the Financial Administration window.

Page 122 3in1 Tool New User Training



Module 9: Updating Financial Information Lesson 1: Updating Purchase Requests

Information about each order includes the order date and status, PIIN, total cost, and
amount paid. Use the horizontal scroll bar to view additional columns. Re-sort the orders
by clicking any column heading, such as Order Status.

Purchases

Order Order PIN Total Amount Exchg Curr QOrdered By Received By
Date Status Number Cost Paid Rate Code Person Person

ETTEZEE cleared N3ES4AI2MAT. [23.90000 | 13465 17750 DJF JOHNA JOSEPH  |JOHNA JOSEPH | Chiis Melo ETS WASSEL

Paying Agent Seller Comments
Financial Administration Window — Purchases Associated with Selected PR and Cash Advance

Lesson Summary
In this lesson, you learned to:
U Look up purchase requests from the Financial Administration
U Increase purchase request funds
O Cancel or close purchase requests
U Attach documents to purchase requests using the Document Handling feature

U View orders associated with a purchase request
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Lesson 2: Managing Cash Advances on the Workstation

Objectives

After completing this lesson, the participant will be able to:

U Transfer or return cash for purchase requests on the Workstation

Transferring Cash between Purchase Requests

At the end of the Fiscal Year, it may be necessary to transfer cash out in the field from one
PR to another PR. The transfer avoids requiring the PA to return cash and get additional
cash under a new PR.

To transfer cash from one PR to another:

1. Add the new purchase request to which the cash will be transferred. (See Module 4:
Issuing Purchase Requests and Cash Advances, Lesson 1: Financial Process)

2. To make the transfer, in the Purchase Requests section of the Financial
Administration window, click the purchase request from which funds will be
transferred.

Cash advances issued for the purchase request display in the Cash Advances table.

Financial User
Selected Financial User: |Melo, Chiis Select 2 Field Ordering Officer Refresh Purchase Requests
or Paying Agent
Purchase Requests
Click to see cash advances. Double-Click to select a purchase request.
Total
Purchase ) Date | Disbursement  Adjusted )
Status R Description e Amount{USD Expended(Ut Avallable(Us p=isenett SN Line of Accourting
(USD)
EZ cHer7e7 Supplies 517/2012 12- . 20,00000 168561 1831433 0.00000 1831430 |23423 2 3453 3453 34 34534 452345234543
Cash Advances
Click to see purchases on a cash advance. Double-Click to select a cash advance.
Advanced Expended Available
Financial Date o nct Linked  Amount Curr Exchg Amount i"pe”dled Amount :d“a”c‘ed DDS Adj Amt a
Officer Created nlly To (Local Code Rate (Local moun (Local moun Gurr (USD) eare
(USD) (USD)
Currency) Currency) Currency)
Baker, Lou 517/20121:0... | 273AA | Disbursement | 5,000.00 lusp [ [1,656.34 [1,656.34 [3,43091 [5.000.00 B |0.00000 =0
Baker, Lou 517/20121:0.. ABFF2 Disbursement | 12,000,000.00 1D [1777.4545 |52,000.00 12026 2,000,00000  [1,125.20 34 0.00000 | @ |

Cash advances are displayed for the selected purchase request

3. Double-click a cash advance to open the Cash Advance window.
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v Cash Advance

Cash Advance Details

DDS Currency Code: |34

DDS Agent ID: 644
Site ID: 45454
Currency: US Dollar

Exchange Rate: 1

Advanceable Amount:

Cash Advance Amount: 5.000.00
Cash Left: 349091

Adjustment Amount: |0.00000

Maximum Cash Advance Amount (USD): | 20000

(UsSD)

(Foreign)

0File(s) |

~] | View || Upload || Delete |

Return Cash

Transfer Cash Cleay€ash
Advance

B

4. On the Cash Advance window, click the Transfer Cash button.

The Select Purchase Request window is displayed.

5. Select the Instant Transfer radio button to transfer funds immediately, or select
the Schedule Transfer radio button to schedule a date using the calendar button

directly beneath the radio button.

To cancel a scheduled transfer, select the Cancel Transfer button on the Cash

Advance window.

6. Type the Amount to Transfer.

7. Select the checkbox beside the purchase request that should receive the transferred

funds.

8. Click the Complete Transfer button.
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0 Instant Transfer Schedule Transfer

Amount to Transfer: 1000.00 Date of Transfer Friday . August 10.2012

Available Purchase Requests
Select Oner

Purchase
Request

WER2367 | OPPFUNDS 5000000 | 2310987 987034 467..

Select Description Amount{USC Line of Accounting

Cancel

Select Purchase Request to Receive Transferred Funds
Note: If a disbursement was issued from the 3in1 handheld device, the Financial Officer
column displays “Finance/Disbursing Office Not Specified” as shown in the following figure.

Cash Advances
Click to see purchases on a cash advance. Double-Click to select a cash advance.

Date

Financial Officer Created ID Activity.
(Device Originated) Finance/Disbursing Officer Not Specified... 12/20/2011 716... (12 Exchange
(Device Originated) Finance/Disbursing Officer Not Specified... 12/20/2011 716... D46 Exchange

Financial Administration Window — Cash Advances Section Identifies Disbursements Originating from the Device

Returning Cash

To return leftover cash from a purchase request:

1. Inthe Purchase Requests section of the Financial Administration window, click the
purchase request from which funds will be transferred.

Cash Advances issued for the purchase request display in the Cash Advances table.
2. Double-click a cash advance to open the Cash Advance window.
3. On the Cash Advance window, click the Return Cash button.

The Amount to Return field is enabled.
4. Type the Amount to Return and any Comments.

Click the Submit Return button. This change will be transmitted to the device.

To cancel the transaction and clear the Amount to Return field, click the Cancel
Return button.
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' Cash Advance e WD S — -lbgg

Cash Advance Details

Maximum Cash Advance Amount (USD):

DDS Currency Code: |US H
DDS Agent ID: Uy4

Site ID: 345

Currency: US Dollar -

Exchange Rate: 1

Advanceable Amount: (USD)
H
(Foreign)
‘ Cash Advance Amount: 50.000.00 M
Cash Left: 50,000.00

Adjustment Amount: |0.00000

OFile(s) | v [ View ] [ Upload ] [ Deletel
. Clear Cash
‘ Return Cash ‘ Submit Return H Cancel Return ‘ Transfer Cash ‘
Advance I
v

”' Return Cash ] I

Amount to Return: 3000.00]
Clear
Comments

..........

\ = =

Cash Advance Window — Returning Cash

Lesson Summary

In this lesson, you learned to:
U Transfer or return cash for a purchase request

U Explain that a PA can use the 3in1 handheld device to add a cash advance, return
funds to the finance office, exchange cash into a different currency, or record the
receipt of another cash advance.
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Lesson 3: Managing Cash Advances on the Handheld Device

Objectives

After completing this lesson, the participant will be able to explain how a PA performs the
following actions using the handheld device:

U Review cash advance
U Add, return, or exchange cash advances

U Print cash advance reports from the device

Note that a Paying Agent can manage cash disbursements on the handheld device.
Typically, cash advances are made on the Workstation and received on the device with
provisioning data. When the mission requires it, the PA can use the device to add a cash
advance, return funds to the finance office, exchange cash into a different currency, and
record the receipt of another cash advance. The device will track the exchange rate for all
currency exchanges and can print a detailed log of the transactions and declining balance
from the device directly. When network connectivity is available, all cash advances changes
made on the device will be uploaded to the Workstation.

PAs may initiate cash advances from the handheld device only if they have permission. The
KO provides this permission to each PA on the Workstation User Profile window.

The Funding tab on the handheld device enables the Paying Agent, when authorized, to
manage cash advances on the handheld device. Typically, cash advances are made on the
Workstation by the Disbursing Agent and received on the device with provisioning data.
The PA, when authorized by the Disbursing Agent, can use the device to add a cash
advance, return funds to the finance office, exchange cash into a different currency, and/or
record the receipt of another cash advance.

When network connectivity is available, all cash advances changes made on the device will
be uploaded to the Workstation.

As a RM/DA, you do not use the handheld device, but it is instructive to review the steps
and screens used by the PA to manage cash advances on the device.

Review Cash Advance Details

The PA uses the Cash Advance Details screen on the handheld device to view and print
details of a particular cash advance.

To view cash advance details on the handheld device:
1. Click the Funding tab.
The Funding screen displays a list of purchase requests.
2. Click a purchase request to select it.

The Purchase Request Details screen is displayed, showing a list of cash advances.
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Purchase Req Details
PR: General military supplies

Date Created: 6 October 2012
PA: Kara Clemens

Cash
Advance

Exchange
Rate

[ $450000 | - | $0.00

Available
to PA only
Printer: Printek FieldPre-R2 0
Return Cash Exchange Cash Add Cash
Available to
FOO and PA

Value Expended | Available

Advance Advance Advance

Back RaikCasy Print Orders
Advances

Purchase Request Details Screen

3. Click to select a cash advance.
4. C(lick the Cash Advance Details button.

The Cash Advance Details screen shows the history of the cash advance. It lists
purchases, returns and exchanges against a cash advance. The disbursement is
displayed as a positive amount, while returns and exchanges are displayed as
negative amounts (negative amounts are displayed in brackets). The value of the
cash advance, minus the sum of the purchases, returns, exchanges and unpaid
orders, should equal the available cash.
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Network On WiFi ahc

Cash Advance Details

DDS Currency Code: US
ID: AE690

3in1 Tool PA

Currency: US Dollar
Value: $6,000.00
Purchases: $553.67
Exchanged: $0.00

Available: $5,274.35
Unpaid Orders: $171.98
Returned: $0.00

Date | Activity | Amount | X-Rate

2012-10-06

Printer: Printek FieldPro R43 RS-232 / USB Printer
e

Back Print Details | Print Ledger

See the section, Printing Reports from the Device, for details on using the Print
Details and Print Ledger buttons.

Select the Documents button to view images of documents associated with the cash
advance.

5. Click the Back button to return to the Purchase Request Details screen.

Add a Cash Advance

To add a cash advance:

Network On Ethernet abc

Enter Cash Advance
Purchase Req: Construction supplies
Advanceable Amount: $178,838.15

3in1 Tool PA

1. On the Funding tab, click a purchase request.

2. On the Purchase Request Details screen, click the
Add Cash Advance button.

The Enter Cash Advance screen is displayed.

3. Specify the cash advance amount. Verify the
disbursement currency code, number and
currency type are correct. Optionally add a
comment.

The Finance Officer will advise what currency
code to use if using DDS.

4. C(lick the Save button.

Return a Cash Advance

Paying Agent: Amy Miller
Disbursement
Disbursement CHD145 *
Number/Desc:

US Dollar

Currency:

Amount:

Comment:

Cancel

To return a cash advance in the field to a traveling Finance Office:

1. On the Purchase Request Details screen, select a cash advance.
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3in1 Tool PA Network On WiFi abc

Purchase Req Details
PR: General military supplies
Date Created: 6 October 2012

PA: Kara Clemens

Selected
Cash

Advance

Cash Exchange
Advance Value Rate

47770 ] 84500001 | $0.00 | $4.500.00

Expended | Available

Printer: Printek FieldPro R43 RS-232 / USB Printer

Return Cash Exchange Cash Add Cash
Advance Advance Advance

Print Cash
Advances

Back Print Orders

2. Click the Return Cash Advance button.

3. Enter the amount you want to return. Optionally enter a comment.

3in1 Tool PA Network On WiFi abc 3in1 Tool PA Network On WiFi abc

Return Cash Advance Return Cash Advance
Purchase Req: General military supplies Purchase Req: General military supplies
Currency: US Dollar Currency: Afghani
Remaining: $5,274.35 Remaining: 15,000.00 AFN

Amount: 1,000.00 Exchange Rate: 44.54256
Comment: Redistribution of funds Amount: 8,000.00

Comment: Unused funds

8,000.00 AFN = $179.60

Cancel Cancel

For USD amounts, simply enter the amount to For foreign currencies, enter the current exchange
return. rate.

4. C(lick the Save button.

Page 132 3inl Tool New User Training



Module 9: Updating Financial Information Lesson 3: Managing Cash Advances on the Device

The cash advance
Available amount
shows the difference
after the return

Purchase Req Details
PR: General military supplies
Date Created: 6 October 2012

PA: Kara Clemens

Exchange
Rate

Cash

Advance Expended | Available

Value

CA0003 | $6,000.00 . $553.67 | $4,274.35

47770 $4,500.00 - $0.00 $4,500.00

If no Cash Advance is
selected, only the Add
Cash Advance button
is enabled

Printer: Printek FieldPro R43 RS-232 / USB Printer

Add Cash
Advance

Back S S Print Orders
Advances

Exchange a Cash Advance

A cash advance in a foreign currency may be changed to USD, and a cash advance in USD
may be changed to a foreign currency. A foreign currency cannot be changed to another
foreign currency. The entire remaining cash advance amount or part thereof may be
exchanged into a different currency.

To exchange cash from a foreign currency to USD:
1. On the Purchase Request Details screen, select a cash advance.
2. Click the Exchange Cash Advance button.

The Exchange Cash Advance screen is displayed.
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3in1 Tool PA Network On WiFi  123/SYM

Exchange Cash Advance
Purchase Req: General military supplies

Afghani
43.33000
15,000.00 AFN

CA0010

US Dollar

Currency:
Exchange Rate:
Remaining:

Disbursement
Currency Code:

Disbursement
Number/Desc:

Currency:

Current Exchange

. 44.81000

10,000.00
10,000.00 AFN = $223.16

Amount:

Cancel

The top of the screen shows the current currency, exchange rate at the time the cash
was received, and the remaining funds.

Enter the Disbursement Currency Code.

Enter the Disbursement Number.

The “convert to” Currency field is set to US Dollar. It cannot be edited.
Enter the current exchange rate in the Current Exchange Rate field.

The exchange rate is the rate on the day of the return. The rate is expressed as the
ratio of foreign currency units to one US dollar. For example, if there are 1,544 Iraqi
Dinars to one US dollar, then the exchange rate entered is 1544.0000.

Enter the amount to convert to USD in the Amount field.

The value in USD is shown at the bottom of the screen.

Network On WiFi abc

Purchase Req Details

3in1 Tool PA

PR: General military supplies
Date Created: 6 October 2012
PA: Kara Clemens

Network On WiFi  123/SYM

Purchase Req Details

3in1 Tool PA

PR: General military supplies

Date Created: 6 October 2012
PA: Kara Clemens

Cash Exchange . Cash Exchange .
Advance Value Rate Expended | Available Advance Value Rate Expended | Available
CA0003 | $6,000.00 - $553.67 | $4,274.35 CA0003 | $6,000.00 - $553.67 | $4,274.35
200 - 3 [3 AR s e
CAO0009 | 15,000.00 | 43.33000 | 0.00 AFN CA0009 | 15,000.00 | 43.33000 | 0.00 AFN | 5,000.00
AFN AFN
,,,,,, ———— —

Before the Exchange

After the Exchange
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Exchanging cash from USD to a foreign currency is similar; the difference is that the foreign
currency must be selected.

To exchange from USD to a foreign currency:
1. On the Exchange Cash Advance screen, click the Currency field.

2. On the Select Currency screen, there are two ways to set the currency. You can enter
the new currency in the Currency field at the top of the screen, or select it from a list.

Select Currency

Enter the

currency to
Currency: i

change to

Or select it
from a list

Select Currency From List

If you choose to type the currency name directly into the Currency field, the auto-
complete feature will suggest possible matches from the currency list on the device.

If you choose to select the currency, click the Currency field in the Select Currency
pop-up shown below, then scroll to and click on the currency you want to exchange
to.

3. Click Save on the Select Currency pop up.
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Select Currency @ set Currency

Currency: Afghani

Lek

Armenian Dram
Netherlands Antillian Guilder
Kwanza

Argentine Peso

Australian Dollar

Select Currency From List
Aruban Guilder

Start typing the currency name to use the auto- Alternatively, select a currency from the list
complete feature

4. On the Exchange Cash Advance screen, enter the amount to convert and the
exchange rate.

3in1 Tool PA Network On WiFi  123/sYM

Exchange Cash Advance
Purchase Req: General military supplies
Currency: Us Dollar
Exchange Rate:  1.00000
Remaining: $4,274.35

Currency Code:

Disbursement
Number/Desc: CA0013

Currency: Afghani

Current Exchange 44 ,80059

Rate:
Amount: 300.00
$300.00 = 13,440.17 AFN

Cancel

5. Click the Save button.

The cash advance amount that was exchanged is displayed as a new line item on the
Purchase Request Details screen. A supporting receipt will be issued to verify the currency
exchange. Use the Attach Document feature to capture the receipt.
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Printing Reports from the Device

From the Purchase Request Details screen, click the Print Orders button to print the Cash
Advance Ledger, which shows the activity history of a cash advance and a running balance.
Click the Print Cash Advances button to print the Cash Advance Details report. A printer
must be connected to the device in order for these two buttons to be active.

3in1 Tool PA Network On WiFi abc

Purchase Req Details
PR: General military supplies
Date Created: 6 October 2012

PA: Kara Clemens

Cash Exchange
Advance Rate

CA0003 | $6,000.00 - $553.67 | $4,274.35

47770 $4,500.00 - $0.00 $4,500.00

Value

Expended | Available

Printer: Printek FieldPro R43 RS-232 / USB Printer

Add Cash
Advance

Print Cash

Advances Print Orders

The following figure shows sample printouts of both reports.

PR Cash Advance Details Purchase Request Ledger
PR: General military supplies PR: General military supplies
Date Created: 6 September 2011 Date Created: 6 September 2011
Report Date: 8 September 2011 Report Date: 8 September 2011
FOO: Bruce Olsen PA: Kara Clemens FOO: Bruce Olsen PA: Kara Clemens

| Cash Advance: CAOOO3 |

ooH l VALUE ! LG I EXPENDED |AVAILABLE

ADVANCE RATE * = Unpaid order

CA0003 $6,000.00 - $553.67 $3,974.35

CA0007 $4,000.00 F $0.00 $4,000.00 General military supplies ‘ $100,000.00

CAD009 15,000.00 AFN 43.33000 0.00 AFN 5,000.00 AFN ORDER NUMBER 5 ORDER AMOUNT BALANCE

CA0010 $223.16 - $0.00 $223.16 CH1RAL11MF901 $530.27 $99,469.73

CA0013 13,440.17 AFN 44.80059 0.00 AFN 13,440.17 AFN CH1RAL11MFS02 $311.60 $99,158.13
CH1RAL11MF902 ($311.60) $99,469.73
CH1RAL11MF903 $23.40 $99,446.33
CH1RAL11MF905* $171.98 $99,274.35

Purchase Request Ledger Report Purchase Request Cash Advance Details Report

From the Cash Advance Details screen, click the Print Details button to print the Cash
Advance Details report and or click the Print Ledger button to print a Cash Advance
Ledger report, which shows the activity history of a cash advance.
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3in1 Tool PA Network On WiFi  123/5YM

Cash Advance Details
DDS Currency Code: 56

DDS Sequence #: CA0003
Currency: US Dollar

Value: $6,000.00
Purchases: $553.67
Exchanged: $300.00

Available: $3,974.35
Unpaid Orders: $171.98
Returned: $1,000.00

Date | Activity | Amount | X-Rate
2011-09-06 | Disbursement 6,000.00 =
2011-09-08 Return (1.000.00) -

2011-09-08

(300.00)

Exchange

Printer: Printek FieldPro R43 RS-232 / USB Printer
ST PSSP eSS ST S eST S ESTEEEo

Print Details

Back Print Ledger

All cash activities are listed for the cash advance

Cash Advance Ledger
PR: Construction supplies
Cash Advance: 1
Report Date: 9 June 2011
FOO: Edward Anderson PA: Amy Miller
Currency: US Dollar
Value: $20,000.00
Purchases: $5,972.80 Remaining: $14,027.20
Returned: $0.00 Exchanged: $0.00

Cash Advance Details
PR: Construction supplies
Cash Advance: 1
Report Date: 9 June 2011
FOO: Edward Anderson PA: Amy Miller
Currency: US Dollar
Value: $20,000.00

= ] BALAN Purchases: $5,972.80 Remaining: $14,027.20
2011-05-12 | PO: CH1RAL11MC501 X ) ($5.668.53) Returned: $0.00 Exchanged: $0.00

20110512 | PO: CHIRALIIMCS04 | ($10521) |  ($5773.74)

2011-05-12 | PO: CHIRAL11MCS03 ($199.06) | (sso7280) DATE ACTIVITY. ~AMOUNT

20110512 | Disbursement _ $20000.00 |  $14027.20 2011-05-12| Disbursement | $2000000 | - | -

Cash Advance Ledger Report Cash Advance Details Report

Note: The PIIN Log and Shopping list can also be printed from the device.

Lesson Summary

In this lesson, you learned to:
1 Review cash advance
U Add, return, or exchange cash advances

U Print cash advance reports from the device
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Module 10: Reporting from the Workstation

Lesson 1: Generating Reports

Objectives

After completing this lesson, the participant will be able to:

U Identify the various reports and extracts available in 3in1 Tool Workstation

U Generate each type of report

U Print and save each type of report

Report Overview

The following reports are available through the
Reports/Extracts menu in the 3in1 Tool
Workstation. Generated reports display in MS
Word or Excel or on the screen, so they can be
viewed and/or printed. Also save the reportas a
separate file in Word or Excel, for future

SF44 Report
reference.
Clearance Information
e Accounting Log: Enables an analysis of Active FOO Report
purchase requests and cash advances RCC Activity Report

Reports/Extracts |
Accounting Log

Purchase Log
Property Purchase Log
Mass Download SF44

associated to each order/voucher placed

. i : Deprovisioned/Terminated FOO Report
during a period, for a selected paying

FOO Provisioning Report

agent. Procurement Controls Report
Purchase Log: Report showing orders Finance Office Funds Report
placed by a FOO, unit, RCC, or AOR Device Log Report

during a specified period. This report is Vendor List

similar to a PIIN Log. Purchase Request and Order Search

Property Purchase Log: [dentifies accountable items purchased, quantities and
prices, for a specific AOR office, unit, and FOO, within a defined time period.

Mass Download SF44s: Provides the capability to download and save a batch of
SF44s and receipts executed by a FOO/PA, based on a date range or purchase
request. See the next lesson for details.

SF44 Report: Prints an electronically generated SF44 that was created on the
device or entered on the Workstation.

Clearance Information Report: Provides a detailed report on the clearance status
for all orders associated with an RCC. The report includes the current status of each
order, the wait time, individual/office the order is awaiting clearance, and the name
of the last reviewer.
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e Active FOO Report: Management report used by the KO that prints detailed
information on all active FOOs in a specified AOR contract office.

e RCC Activity Report: Management report used by the KO to view Clearance
information, total number of orders and dollar value, and active FOOs.

¢ Deprovisioned/Terminated FOO Report: Prints a list of FOOs who have been
deprovisioned/terminated at a specified AOR contract office. Used by KOs.

e FOO Provisioning Report: Reports the provisioning setup parameters for each
FOO, including assigned PIIN blocks, procurement control policies and purchase
requests.

¢ Procurement Controls Report: Provides a summary of all item and limit type of
procurement control policies that apply to a selected AOR Contracting Office.

¢ Finance Office Funds Report: Two management reports are used by the DA to
view the funds (cash) information for all of the PAs who still have cash on hand, and
by the RM to view the status of open Purchase Requests.

e Device Log Report: Used for troubleshooting problems with the device. Tracks
actions performed by the 3in1 device.

e Vendor List: Identifies vendors with whom an AOR has conducted business during
a specific time period. The report provides vendor contact information, last
transaction date, and comments.

¢ Purchase Request and Order Search: Enables searching for purchase requests by
user name or PR number. The found PRs and POs may be exported to Excel.
Web-Based Reporting

Workstation reports can be generated from within JCCS. After logging into 3in1 within
JCCS, users can select Reports from the menu, then select a specific report.

[ recouning o Vi T . W W)

(3 (el & hitos:/ices.bta.mil 3INL/Reports/Accountinglog.asp B

i Favorites |23 |~ | @ Secure Access VPN Portal ... | @ Accounting Log

Welcome Alex KO!

AOR Alex Test AOR [~
paying agen: I
/el Mo E -3 Thursday, March 01, 2012 |

—
01, 2012 =

inate

3in1 Web-based Reports Menu
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Users fill in the report parameters, which are exactly the same as the standard Workstation
version, then click the Run Report button. The report is displayed either directly in Excel
or in a browser, depending on the report type.

@'@v [ &) nttps://jccs.bta.milaING /Reports/AccountingLog.aspx v 0 |4 | x || 2 Google

5 Favorites |35 .| @ Secure Access VPN Portal ... | € Accounting Log

Welcome Alex KO!

AOR Alex Test AOR [~ (TTe N /- Finance Office [~]
CEWLLEGINI PA, Alex
EYe NP1 -Ql \"Vednesday. February 01, 2012 | S\ IDECY \Wednesday, February 29, 2012 |

Accounting Log Report Parameters

Accounting Log Report

The Accounting Log report lists orders placed against purchase requests assigned to a
selected paying agent, in a selected AOR office, during a specified time period.

1. Select Reports/Extracts, Accounting Log from the main menu.
The Accounting Log window opens.

2. Select the AOR, Office, and Paying Agent from the drop-down lists.

3. Specify the Begin and End Dates to include in the report. Click the calendar B~
icon to select dates.

4. Click the Generate the Report button.

( F Accounting Log - e [ s P S )
Enter Parameters
AOR |CJTF-HOA v
Office | Disbursing-Djibouti DSSN: 6870-3 v
Paying Agent ’Melo. Chris v]
Begin Date Sunday . [ENMERM 01,2012 B~
End Date Wednesday, February 15,2012 B

l Generate the Report ]

Accounting Log Window
5. The reportis displayed in MS Excel. You may print the report from Excel.
6. Save the report as an Excel file before exiting.

The Accounting Log report shows all executed SF44 information for a PA. This log also
shows the total amount, expended amount, and remaining amount for each purchase
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request. It also shows the purchase orders made by the selected PA. If foreign currency is
used, the report also shows the foreign currency amount, exchange rate, and US dollar

conversion.
A B D E F G H J K L
1 Accounting Log
2
3 PA: Chris Melo Period: 01/01/2012 - 02/15/2012
4 Report As Of: 2/15/2012
5
PR Number PR Total RemainnEPR |1otal Expended
6 Amount
7 N3654A12PV009SB $3,000.00 $3,000.00 $0.00
8 N3654A12PV008SB $300.00 $165.35 $134.65
9 N3654A12PV003SB $1,250.00 $723.76 $526.24
10 N3654A12PV0O07SB $2,000.00 $550.44 $2,440.56
11 Total $7,550.00 $4,448.55 $3,101.45
12
13
™ Number Id Activity Linked To Currency |Exchange Rate Amount Expended Remaining
15 N3654A12PV003SB | D21FE Dist DJF 177.50000] 213,000.00 93,407.55 119,592.45
16 N3654A12PV003SB | D22FE Dist usD 1.00000 -1,200.00 0.00 0.00]
17 N3654A12PV003SB | D23FE Disbursement usD 1.00000 1,250.00 0.00 50.00
18 N3654A12PV007SB | D24FE Disbursement usb 1.00000 -3,000.00 0.00 0.00,
19 N3654A12PVO07SB | D25FE Disbursement DJF 177.50000 532,500.00 433,200.00 99,300.00
20 N3654A12PV007SB | D26FE Dist usb 1.00000 3,000.00 0.00 0.00
21 N3654A12PV008SB | D27FE Disbursement usD 1.00000 300.00 0.00 0.00,
22 N3654A12PV008SB | D26FE Dist DJF 177.50000 53,250.00 23,900.00 29,350.00
23 N3654A12PV008SB | D29FE Disbursement usb 1.00000 -300.00 0.00 0.00
24 N3654A12PV009SB | D3OFE Di: usb 1.00000 3,000.00 0.00 3,000.00
25
26
Discount
27 Order Date |PR Number PIIN Vendor Item Description Qty uom Unit Price Extended Price Order Total |Amount Paid |Terms
28
29 PBI=Property Book Item, LC = Level Cleared, PC = Process Completed
30

Notes:

Accounting Log Report

PBI = Property Book Item. [dentifies items that have been flagged as accountable

LC = Level Cleared. Displays the sequence number the order is currently awaiting
clearance/review, based on the clearing workflow

PC = Purchase Level. Identifies how complete the purchase is. O=only an order has been
executed, R=order has been received, P=order has been paid.

Purchase Log

The Purchase Log shows orders placed during a specified time period for a FOO, Unit,
Contract Office, or AOR. To facilitate

analysis, details about purchase requests
assigned to the FOO/PA are also listed in

the report.

1. Select Reports/Extracts, Purchase ||

W purchase Log

= | [ )

Log from the main menu. I
The Purchase Log Report |
Parameters window opens. :
2. Select the AOR, Contract Office,
and/or Unit from the drop-down I

lists. (Note: To view all SF44s fora ||

Enter Report Parameters

AOR CJTF-HOA -
Contract Office CCO-Djibouti A
Unit -
Field Ordering Officer |Winslow. Dan -]
Begin Date Sunday . January 01,2012 Ev
End Date Friday . Febrary 17,2012 E

Cancel

Generate the Report

4

Page 142

3in1 Tool New User Training



Module 10: Reporting from the Workstation

Lesson 1: Generating Reports

Contract Office, leave the Unit and FOO blank.)

3. Select the Field Ordering Officer.

4. Specify the Begin and End Dates to include in the report. Click the calendar B~

icon to select dates.

5. Click the Generate the Report button.

6. The reportis displayed in MS Excel. You may print the report from Excel.

7. Save the report as an Excel file before exiting.

The report identifies the purchase requests assigned to the FOO/PA, as well as the details
for each order placed, including the vendor, quantity, unit price, and order totals/balance.

A B C D E F G

H [

1

K L ™M

Purchase Log

Period: 07/11/2012 - 08/10/2012
Report As Of: 8/10/2012

FOO: Winslow, Dan

ERCCE

[Ramaining PR

Amount
$5,000.00
$5,000.00]

o PRNumber PR Total Total Expended

$10.00]
$10.00

$4,990.00
$4,990.00]

7 PR2435
8 Total
9

10

11 Order Date |PR Number PIN Vendor Item Deseription

Qty  |UOM |Unit Price

Extended Price

Order Total

Terms Fixed
Discount | Discount
Amount | Amount

Amount Paid Discount Terms

oo~
)

Running Total

12 | 7/20/2012[PR2435 W12XYZ12WAMO1 Best Buy Cat 5 Cable 1 sTwd

$10.00 $10.00

$10.00 $10.00]

$10.00|

=

13
14 P8I = Property Book Item, LC = Level Cleared, PC = Process Completed

Purchase Log Report

Notes:

PBI = Property Book Item. [dentifies items that have been flagged as a accountable

LC = Level Cleared. Displays the sequence number the order is currently awaiting
clearance/review, based on the clearing workflow

PC = Purchase Level. Identifies how complete the purchase is. O=only an order has been
executed, R=order has been received, P= order has been paid.

Property Purchase Log

The Property Purchase Log identifies B o e e () e S
purchased items that were flagged for e
property book accountability, AOR [CJTF-HOA 7]
quantities and prices, for a specific AOR Officn (Cco Dibout <]
offi.ce and FOO, within a defined time Fiekd Ordering Offcer Wilsiomsan =
period. Start Date Sunday . INETITED 01.2012 [l
1. SeleCt ReportS/EXtraCtS, End Date Friday . February 17.2012 Dv
Property Purchase Log from
the main menu.
The Property Purchase Log
window opens.
2. Select the AOR, Office, and FOO
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from the drop-down lists. Also specify a start and end date for the report content.
Click the calendar 7 icon to select a date.
Click the Generate the Report button.

The report is displayed in MS Excel. You may print the report from Excel.

i o> W

Save the report as an Excel file before exiting.

=

B C D E F G H J K L

‘ Property Purchase Log J

FOO: Winslow, Dan Period: 12/01/2011 - 02/17/2012 |
Report As Of: 2/17/2012

[CIRFRTTRIN

Order Item Receiver/
6 Date PR number PIIN Vendor Description |Qty| UOM Unit Price ded Price Currency _ Delivered To | Unit Delivered UPC
7 12/16/11 |WER346 W12XYZ12MAJO1|Pentagon Supplies Desk 1 751.00 751.00 usD FOO INT BTA Unit

Property Purchase Log

The report identifies purchased items by PR number, PIIN, and order date. Vendor names
are listed. Quantities purchased along with the unit price/extended price are also listed.
The next two columns identify the receiving individual and Unit. UPC codes (optional)
scanned using the 3in1 handheld device are listed in the last column.

SF44 Report

Standard Form (SF) 44 is an electronic version of the long-used paper form for on-the-spot,
over-the-counter, purchases of supplies services.

1. Select Reports/Extracts, SF44

Report from the main menu. ¥ SF44 Report Parameters (= Eo =
Enter Report Parameters
The SF44 Report Parameters window | _
umoer WIIGEUDBWAEDZ
opens.
2. Type the PIIN associated with the
order, then click the Generate the
Report button.
The SF44 report is displayed in a
PDF file format.
3. Select File, Save As to save the | Carcel | | Generatethe Report |
report before exiting.
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U.8 GOVERNMENT

PURCHASE ORDER-INVOICE-VOUCHER

DATE OF ORDER

06/06/2012 W12XYZ-12-M-AFE13

PRINT NAME AND ADDRESS OF SELLER (Number, Street, City, and State)”

P Aziz Construction

A 25th st

Y Baghdad

E 55662

E Ira

FURNISH SUPPLIES OR SERVICES TO (Vame and address)™

BTATEST COMMAND

1851 S Bell St
Adington
VA, 22030
United States
SUPPLIES OR SERVICES QUANTITYT UNIT PRICE AMOUNT
Dell Computers 2EA 750.00 1500.00

AGENCY NAME AND BILLING ADDRESS*

torar  1500.00 USD

P Finance Company BTA [DSSN: 20

A 1851§ ersnf ¥ P s DISCOUNT TERMS

Y Arlington

o) VA 22202 DAY(S)

R United States DATE INVOICE RECEIVED

06/06/2012

ORDERED BY (Signature and lifie)

Electronically Signed By - Jerry King, ; Device Id : 354114012920287 On 06/06/2012
PURPOSE AND ACCOUNTING DATA

23423 2 3453 3453 34 34534 452345234543525 4235 52345 4352345342 56345623453453453
4352345342 52345 523452
PURCHASER To sign below for over-the-counter delivery of ifems

RECEIVED BY
Jerry King
TITLE DATE
SELLER Please read instructions on Copy 2
Payment Received LIPayment Requested
1500.00 USD
WG FURTHER INVOICE NEED BE SUBMATED
SELLER DATE

st Aziz Construction

(Signature)
T certily that this account 1s correct and proper DIFFERENCES
for payment in the amount of Exchange Rate
1500.00 USD 1.00000 None
(Authorzed certifying officer) None
ACCOUNT CERTFIED:
CORRECT FOR
BY
PAID BY CASH DATE PAID VOUCHER NO.
OR
(Cheack Na.)

*PLEASE INCLUDE SELLER'S INVOICE

STANDARD FORM 44a (REV. 10-83)

ZIP CODE(See instructions on Copy 2JPRESCRIBED BY GSA,
FAR (48 CFE) 53.213(c )

SF44 Report

Clearance Information Report

The Clearance Information report is a management tool that provides detailed clearance
status information for each purchase order associated with a specified Contract Office.

1. Select Reports/Extracts, Clearance Information from the main menu.

The Clearance Information Report Parameters window is displayed.
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2. Select an AOR and Office from the drop-down lists.

3. To include cleared orders in the report, mark the Include Cleared Orders
checkbox. To report on uncleared orders only, leave the checkbox unmarked.

4. Specify a date range for the report.
Click the Generate Report button.

Enter Parameters

Select AOR  |CJTF-HOA

Select an Office ICCO-Djibouti

Start Date Saturday . July 14,2012

End Date Monday . August 13.2012 B~

Include Cleared Orders

Clearance Information Report Parameters Dialog Box

The report is displayed in a separate window. Manually expand the window to view
additional data columns. Re-sort the data by clicking a column heading, such as PIIN
Number or current status. Each order is displayed by PIIN number and associated
FOO/Paying Agent team. Review the current status, the wait time, the office/role or
individual who needs to take the next action, and who last cleared each order.

—— —
a.' Clearance Information Report Results glI

Results

[Clearance Information (2 Rows) vI

Results as of 8/13/2012 for period 7/14/2012 - 8/13/2012

Contract Paying Clearance Clearance Waiting Reviewed
Office PIIN Number FOO Agent Order Type On Waiting Since WaitTime Status By
CCO-Djibouti W12XYZ12WALO1 Blau, Dee Jones, Steve 4 Individual Bulluck, Keith 7/19/2012 4:46 PM 25

CCO-Djibouti W12XYZ12WAMO1 Blau, Dee Jones, Steve |4 Individual Bulluck, Keith | 7/20/2012 1:13 PM | 24 WAITING

Clearance Information Report Results

You can export the file to MS Excel for further data analysis or printing.
To export the data to Excel:
1. Click the Export button.
The Save As dialog box is displayed.
2. Click the Save button.
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The report is displayed in Excel.

A B & D E F G H [ J K L
1 |Contract Office _FIIN Number FOO Paying Agent Clearance Clearance Waiting On  Waiting Sir WaitTime Status Reviewed By
2 | CCO-Dijibouti W12XYZ12WAL01 Blau, Des Jones, Steve 4 Individual Bulluck, Keith 07/19/2012 25 WAITING
3 | CCO-Dijibouti W12XYZ12WAMO1 Blau, Dee Jones, Steve 4 Individual Bulluck, Keith 07/20/2012 24 WAITING
4
5
6 Report Period: 7/14/2012 to 8/13/2012
7
8
9 Report As Of: 8/13/2012

an

Clearance Information Report in Excel

Active FOO Report

The Active FOO report prints a list of active FOOs at a specified AOR contract office. A FOO
is considered active if they are currently assigned to a device. The FOO contact information,
appointment date, associated PA, and latest order information, including PIINs and device
ID numbers, are listed in spreadsheet format.

1. Select Reports/Extracts, Active FOO Report from the main menu.
The Active FOO Report window is displayed.
2. Select an AOR and Office.

? Contracting Officer A

Enter Parameters

Select AOR  [CJTF-HOA

Select an Office lCCO-Djiboutj

Contracting Officer Active FOO Report Window

3. Click the Generate Report button.

The report is displayed in a new window. The columns in the report are: FOO, FOO
ID, Email, Phone #, Appointment Date, Re-Deployment Date, Last Date Order
Cleared, # Orders Placed, Total Amount Orders Placed, Serial Number, # Manual
Issued PIINs, # Manual Issued PIINs available, # Device Issued PIINs, # Device
Issued PIINs Available, GSM Active, Wi-Fi Active, Unit, UIC, PA. Use the horizontal
scroll bar to view additional columns.
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6! KO Active FOO Report Results _ [ _ e

Results

-

Results as of 2/17/2012

Appointment  Re-Deploymer -85t 088 4 o iors mjm el miﬂ"a‘ iDence T;SSDUEE‘ZEE :
Foo FoOld Email PhoneNumber pore i Grder — A SerialNumber Issued == Issued == GSM Acti
Cleared Placed PINS Availaple  FINS Available:

[ JoserH.0.. johna.josep... |824-4021 10262011 |3 3101.45USD 354114012 |20 20 20 15 [&]
woodcook vi_ | A8 vinnybaia@- o 354114012 |25 25 50 50 I
delgadoglen |A5 glen.delgad... o 354114012 |25 2 50 50 0|7
Kieszek chri |A7 christa kiesz ) 354114012 |20 20 50 50
GrayDonald | A9 dgray29416_ | 824-4775 o 354114012 |25 25 50 50 O
FOO.Offline | BE asdsad@ad... o 354114012... |50 50 50 50 [u]
Levdustn  |A2 justin lev@u | 8244648 ) 354114012 |20 20 20 20 [a]
neslynicky | AY nicky nesly | 311824 4727 o 354114012 |25 25 50 50
mebridejay | AB jay.mcbride... | 447149 1027-2011 |76 3055938 U... 354114012 |82 55 150 85
Peters Ryan  |BA ryan peters ) 354114012 |25 25 50 50 [}
Wheeler Mic_ | AZ michwheel | 002693377 ) 354114012 |75 75 75 75 -

« 111 4

KO Active FOO Report Results

4. Click the Export button to export the report to Excel.

RCC Activity Report

The RCC Activity report is used by the KO/ Admin to view clearance information, by total
number of orders and dollar value, and list of active FOOs.

1. Select Reports/Extracts, RCC Activity Report from the main menu.
The RCC Activity Report Parameters window is displayed.

2. Select an AOR and Office from the drop-down lists.

3. Specify a Begin and End date for the report.

v RCC Activity Report Parameters == X
Enter Parameters
Select AOR [cdTF-HoA -
Select an Office [cco-Diibout - I
Begin Date Sunday . JREGTERT 01,2012 E+
End Date Friday . February 17,2012 E- I
[ Generate the Report ]

RCC Activity Report Parameters

4. Click the Generate the Report button.

The report is displayed in a separate window.

5. Select a report format from the drop-down list near the top of the window.

— Cleared Orders by FOO who have cleared orders during the specified item
period, lists the total number of orders cleared, total expenditures and the date
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of the last cleared order. Note: these only show orders that have completed the

clearance cycle.

— Cleared Orders by FOO Summary: Lists the total number of FOOs in the RCC
who have cleared orders during the specified time period, along with the total

number of orders cleared and amount expended.

— Purchase Orders: Lists the POs created during the specified reporting period.
Information includes order date, PIIN, Status, associated FOO name, PIIN, and
total amount. Additional information is Payee and Receiver names, currency

code and exchange rate.

— Active FOOs: Lists the names of active FOOs and their assigned handheld device
ID numbers. A FOO is considered active if they are currently assigned to a device.
Also indicates whether the assigned device is GSM and/or Wi-Fi enabled.

— Active FOOs Summary: Lists only the number of active FOOs and the number of

active devices.

o' RCC Activity Report Results
_—

Results

Cleared Orders By FOO (1 Rows)

Cleared Orders By FOO (1 Rows

Cleared Orders By FOO Summary (1 Rows)
Purchase Orders (5 Rows)

Active FOOs (6 Rows)

Active FOOs Summary (1 Rows)

i T b |

RCC Activity Report Options

The selected report is displayed.

[ | — —
@' RCC Activity Report Results
— o

Results

Cleared Orders By FOO {1 Rows! -

Results as of 2/17/2012 for period 12/1/2011 - 217/2012

Crder ek Date Last

FOO Expenditure
Count USD Cleared

4 INT, FOO 5 251.32 02/1e/2012

RCC Activity Report Results — Cleared Orders by FOO

The following report shows the list of active FOOs.
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Fi T ™

o RCC Activity Report Results o =] X
Results
Active FOOs (6 Rows) -
F00 Device Seral GSM Radio WiFi Radio
Number Enabled Enabled
> 354114012085552
Dulman, Patty 354114011055473 [
fbc, Foo 354114011011765
Foo, Test 354114011013308
FOOA, Test 3541140711009991
Foo, Test 354114011977148 [ ]

L IaeSNEs I 2. 2 2. Iaa e 7

RCC Activity Report Results — Active FOOs

You can export the file to MS Excel for further data analysis or printing.
To export the report data to Excel:
1. Click the Export button.
The Save As dialog box is displayed.
2. Click the Save button.
The report is displayed in Excel.
Note that each type of report is displayed on a separate tab in Excel.

Deprovisioned/Terminated FOO Report

The Deprovisioned/Terminated FOO report prints a list of inactive FOOs at a specified AOR
contract office. The FOO contact information, termination date, order information, and
associated PA list are displayed in spreadsheet format.

1. Select Reports/Extracts, Deprovisioned/Terminated FOO Report from the main
menu.

The Terminated FOO Report window is displayed.
2. Select an AOR and Office.
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¥ Contracting Officer Terminated FOO Repor

Enter Parameters

Select AOR  |CJTF-HOA

Select an Office ICCO-Djibouﬁ

Generate Report

Contracting Officer Terminated FOO Report

3. Click the Generate Report button.
The report is displayed in a new window. Use the horizontal scroll bar to view

additional columns.
— =] X

-

ol KO Deprovisioned/Terminated FOO Report Results

Results

’KO'S Deprovisioned/Terminated FOOs Information (7 Rows) ]

Results as of 10/25/2012
roo  pone,  pehaled  lemnaion  AOden  [ammesmiOdes ooy
Chiral,Foo1 BTA Unit
Chiral Foo2 Al a BTA TEST COMM
Foo,Ez Al AL 55 52629 88 BTA Unit
Foo,Jim AD a BTA TEST COMM
INTFOO |AR AB, AP 01-01-2011 13 483 61 BTA Unit

Il 11 »

KO Deprovisioned/Terminated FOO Report Results — Scroll to the right to view additional data columns

4. Click the Export button to export the report to Excel.

FOO Provisioning Report

The FOO Provisioning report lists the provisioning setup parameters for each FOO,
including assigned PIIN blocks and procurement control policies.

1. Select Reports/Extracts, FOO Provisioning Report from the main menu.

The Select Field Ordering Officer window opens.
2. Select a FOO name and click the Generate the Report button.
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If the list is long, filter it by typing a
. Select Field Ordering Offi &l
character string in the FOO name and ‘?,;e;m — =]l
selecting the Starts With or Contains Search Results
radio button. @ Starts With ) Contains
Fitter
The report is displayed in MS Excel. You
: -
may print the report from Excel. FOO, RCC307
FOO, RCCA402
1 FOO, RCC409
3. Save the report as an Excel file before Fo0” RCCATO |
exiting. FOO. RNC101 £
FOO, RNC102
. FOO, RNC103
The report lists the FOO name, followed by: FOO. RNC204
FOO, RNC205
e Information about the provisioned o Racal i’
device
e C(learance order and procurement
policies in effect | Generatethe Report |
e PIIN blocks assigned to the FOO

e Authorized Paying Agent information
e Purchase requests associated with the FOO, along with the PR LOAs, descriptions

and amounts

e Line Item and Purchase Total limit procurement policies that are applied to the FOO

A | B

\ c \ D \ E | F | e

H \

=
-

FOO Provisioning Set Up

FOO: Wilson, Ray

3

4 Report As Of October 15, 2012
5

6

Provisioned Device

7 serial Number Contract Office

‘Allow Fieid
Expedient
Purchases

pODAAC FoOID GSM Radio Enabled WiFi Radio Enabled

05 Version ion Version

8 VIRTUAL_003 RCCBTA W12XYZ AM N N N
9

10 Clearance Configuration

11 Order Clearance Type Clearance Entity

1272 Individual Bulluck, Keith

135 Individual afeku, benjamin

14

15 Item Policies

16 Title [item [item Message |

17

18 Limit Policies

19 [Title [Limit [Limit Type [Limit Message |

20 PIIN Blocks

21 Fiscal Year ‘PIIN Start ‘PIIN End ‘{t Issued ‘Davica/Manual

22 Ho12
23 Authorized Paying Agents

W12XYZ12WAMO1

WlZXYZlZWAMZ'ZD Manual

24 Name Juic

[unit |

25 123,PAAB SAUnit
26 Purchase Requests

System Administration

27 Assigned To [PR#

‘Amaunt ‘Descriptian LOA

28 123,FOO0 AB
29 123,PAAB

PR2435
PR59778

20
M 4 » M| Sheetl /Sheet2? ~Sheet3 /¥

51632 132 165 4651 3212
342 35434243242

$5,000.00 Cashless PR
$5,000.00 Cash PR

O«

FOOs Provisioning Report

Procurement Controls Report

The Procurement Controls report provides a summary of all item and limit type

procurement policies that apply to a specified AOR Contracting Office.

1. Select Reports/Extracts, Procurement Controls Report from the main menu.

The Procurement Controls Report Parameters window is displayed.

v
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Enter Parameters

Select AOR | CJTF-HOA

Select an Office ’CCO-DjibouTj

Generate Report

Procurement Controls Report Parameters

2. Select the AOR and Office, then click the Generate Report button.
3. Thereportis displayed in MS Excel. You may print the report from Excel.
4. Save the report as an Excel file before exiting.

The report lists the item and limit procurement policies applied to the selected Contracting
Office. These policies were applied using the Setup, AOR/RCC Procurement Control Policies
feature.

A B © D

Procurement Controls

1
P
3 | RCC: CCO-Djibouti
4 |Report As Of: 8/13/2012
5 1
6 |ltem Policies:
7 Policy Title Policy Message Item Item Message
8 Laundry Do not use FOO funds for clothing or laundry
PPI-08-22 Rev3 - i
9 : ev: Do not use FOO funds for clothing or laundry i QCIE Do not use FOO funds for cloth!ng or laundry
10 Clothing/Laundry Field Gear Do not use FOO funds for clothing or laundry
11 Clothes Do not use FOO funds for clothing or laundry
12 PPI-08-22 Rev3 - . Dental C D t FOO Funds for Medical or Detal C.
Do not use FOO Funds for Medical or Detal Care enta Lare o notuse unds Tor Medical or Jeta’ Lare
Med/Dent Care
13 Medical Care Do not use FOO Funds for Medical or Detal Care
14 PPI-08-22 Rev3 - Car Rental Should be for official ly; Check t
Rentals should be placed against DTS orders ar Renta ould be Tor officia’ purpose only, Lheck 1o see
Rentals
15 Rental Vehicles Should be for official purpose only; Check to see
16 computers Auth telecom purchases must be |AW approved J6 pol
17 software Auth telecom purchases must be IAW approved J6 pol
PPI-08-22 Rev3 - .
L Auth telecom purchases must be IAW J6 policies 3
18 | Telecommunications Fax Machines Auth telecom purchases must be IAW approved J6 pol
19 external hard drive Auth telecom purchases must be IAW approved J6 pol
20 Copy Machines Auth telecom purchases must be IAW approved J6 pol|
21
22 Limit Policies:
23 Policy Title Policy Message Limit Limit Type Limit Message
HA Project Funds only valid up
24 Max HA Project . . 10,000.00 PURCHASETOTAL to $10,000
! 3 Max HA Project Limit- $10K $10, - 05 —
Purchase Limit HA Project Funds Only valid up
25 $40.00 LINEITEM to 540 per item
53K limit pertains to OPFUND
Max OPFUND . . i
L Not auth over $3000 (Tm support/life essential) purchases; $10K limt for HA
Purchase Limit R
26 $3,000.00 PURCHASETOTAL Projects
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Procurement Controls Report

Finance Office Funds Report

The Finance Office Funds report is a management report used by the DA to view a list of
PAs who currently have cash on hand.

1. Select Reports/Extracts, Finance Office Funds Report from the main menu.
The Finance Office Funds Information dialog box is displayed.
2. Select the AOR and Office from the drop-down lists.

%' Finance Office Funds Informat

Enter Parameters

Select AOR |CJTF-HOA

Select an Office [Dlsbursmg—DJlboutl DSSN: 6870-8

Finance Office Funds Information Dialog Box
3. Click the Generate Report button.

The report is displayed in a separate window. Manually expand the window to view

additional data columns. Re-sort the data by clicking a column heading, such as Date Cash
Advanced.

- _ . i
@' Finance Office Funds Information Report Results g\i
Resulis I
[PAsWim Cash Out By Finance Office (4 Rows) 'l
Results as of 8/13/2012
N D Linked Cash on Initial Cash o Date Last Date Cash Email Phone Unit
ame To Hand Advance Amount urrency Order Cleared Advanced mat Number m
r Case Alan  F3F87 2000000.00 2000000.00 1QD 2012-05-17 alan@chiralsoftware com BTA TEST COMMAND
Case Alan | C7C99 5000.00 5000.00 usoD 2012-05-17 alan@chiralsoftware.com BTA TEST COMMAND
Wood, Larry | 273AA 349091 5000.00 usD 2012-05-17 larry@chiralsoftware.com BTA TEST COMMAND
Wood,Larry | ABFF2 2000000.00 2000000.00 (e8] 2012-05-17 larry@chiralsoftware.com BTA TEST COMMAND

Finance Office Funds Report Results — PAs with Cash Out by Finance Office

There are two views for the report. Select PAs with Funds Out by Finance Office to view
the PA names, email addresses, phone numbers and assigned units, amounts of unobligated

cash, dates of cash advancement, total amounts advanced, and dates of the last orders
cleared.
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Select Open Purchase Requests to view a list of PAs, their open PR numbers, amount of
funds issued and available, issue dates, descriptions, status and line of accounting numbers.

Results

PAs With Cash Out By Finance Office (4 Rows)

Open Purchase Request(s) (6 Rows)

Results

a5 Finance Office Funds Information Report Results

o = S

[Open Purchase Request(s) (6 Rows) V] I

Results as of 8/13/2012

Purchase Funds Issued Funds Available Date . .

Name Request Number (USD) (UsD) lssued Description Status Line Of Accounting

King.Jerry |CHPR345 10000.00 10000.00 2012-05-17 56546 5 4564 4564 54 45645 45645643453453 6445 46456 456456456 5
May.Adam |CHPRE78 5000.00 5000.00 2012-05-17  ltems Open 45435 3 4564 .5645 56 45645 45645645646456456 4564 45645 45645645|
Case. Alan | CHPR764 20000.00 13874.79 2012-05-17 | Supplies Open 34553 3 3453 .3453 34 34534 34534543534533453 3453 34534 34534534
Wood,Larry | CHPR767 20000.00 13874.80 2012-05-17 | Supplies Open 23423 2 3453 3453 34 34534 452345234543525 4235 52345 4352345342
123,FO0 PR2435 5000.00 5000.00 2012-07-20 | Cashless PR Open 51632 132 165 4651 3212

123.PA PR59778 5000.00 4000.00 2012-07-20 | Cash PR Open 342 35434 24324 2

4| 1] 3

Finance Office Funds Report Results —Open Purchase Requests

You can export the file to MS Excel for further data analysis or printing. To export the data
to Excel:

1.

Click the Export button.

The Save As dialog box is displayed.
Click the Save button.

The report is displayed in Excel.

Vendor List

The Vendor List report identifies vendors with whom an AOR has conducted business
during a specific time period. The report provides vendor contact information, last
transaction date and comments.

1.
2.

Select Report/Extracts, Vendor List. The Vendor List dialog box opens.

On the Vendor List dialog box, specify the AOR. The other drop-down fields are
optional.

Specify the Start and End Dates for selecting vendor transactions. The resulting
report displays only the vendors who completed a transaction with the AOR during
the specified date range.

Click the Generate Report button.
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v . -

Enter Report Parameters

Select atleastan AOR and one or more of the other selection criteria.

= mE |CJTF-HOA

Select Contracting Office ’ CCO-Djibout

Select Unit ’

Select Field Ordering Officer |

Select Transaction Date Range

Start Date Sunday . [IERTERT 01, 2012 E~ End Date Friday . June 01,2012 B~

Vendor List Dialog Box

The Vendor List Report Results window is displayed. Vendor names are listed, as well as
addresses and phone numbers, most recent transaction dates, and comments.

r —
o' Vendor List Report Results - -@@M

Results

Vendar List (1 Rows) -

Results as of 5/29/2012 for period 1/1/2012 - 5/29/2012

Vendor WVendor Last

Vendor Name ngf;rjtreel gﬁ;’dm ;faqgfb:['mvmce gi::fr Phone GPS Transaction ~ Comments
i Number Location Date
I | A=z construcion | ERRe Baghded  |55662 Iraq Latitude: 34.... |5/25/2012

< | 111

Cancel

Vendor List Report Results

To export the report to Microsoft Excel, where it can be edited and/or saved, click the
Export button.

Purchase Request and Order Search Report

The Purchase Request and Purchase Order Search report enables searching for PRs by user

or PR number.
To search by PR number:

1. Select Report/Extracts, Purchase Request and Purchase Order Search. The
Purchase Request and Purchase Order Search dialog box opens.

2. Select the Search by Purchase Request radio button and enter the PR number.
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3. Click the Load Purchase Requests button to view the PR.

Search Parameters

(@ Search by Purchase Request RE32344

©) Search by User SelectAOR |~/ SelectOffice -]

Select User [ - ]

Load Purchase Requests I

Date Available
Created Amt{USD)
9 ) ) COpen Eli. Pa SMSgt

PR located by PR number

4. Click the Load Purchase Orders button to view the POs associated with the PR.

Load Purchase Orders
Oder Order PIN Currency Total Cost Amount Paid Exchange Amount Ordered
Status Date Code {Local) Rate Paid (USD) By

(Local)
» Paid/Pending (7 URO700 001 UsSD 200.0000 ) Eli. Foo CM

Psid/Pending |07/13 URO700-12-V-ADOT 10000

4 I >

—— oo

Load Purchase Orders Associated with the selected Purchase Request

Click the Export button to export the report to Excel.

To search by user:

1. Select the Search by User radio button and then specify the AOR, Office and User,
using the drop-down lists.

2. Click the Load Purchase Requests button to view the PRs associated with the user
in the top table.
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= Purchase Request and Order Search

Search Parameters

"_:_" Search by Purchase Request

@) Search by User SelectAOR | CJTF-HOA v | SelectOffice |CCO-Djibouti -
Select User [BarnetLJudeLynn v]

[ Load Purchase Requests J

Purchase Request and Order Search Window

Lesson Summary

In this lesson, you learned how to:
U Identify the various reports available in 3in1 Tool Workstation
U Generate each type of report

U Print and save each type of report
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Lesson 2: Downloading Orders/Vouchers

Objectives

After completing this lesson, the participant will be able to:

U Download orders/vouchers

Mass Download SF44s

The Mass Download SF44s command enables a FOO or PA to download the SF44s and
receipts they have executed or scanned into the 3in1 system, as a backup for their use.
Users with other roles can view SF44s by user.

1. Select Mass Download SF44s from the Reports menu.

The Download SF44 Form window is displayed.
[0 Downloac = |

Select AOR |

Select Unit |

Select a Field Ordering Officer(FOO} [

Start Date | Saturday July 28,2012 i End Date | Monday . August 27, 2012

Selecta Purchase Request

Load User's Documents

Select Document(s):

[] SelectAll SF44's [ SelectAll Receipts

Download SF44 Form

2. Select the Office and Unit first, if your role is anything other than FOO or PA.

FOOs and PAs can only select their own documents, so they cannot select a different
office, unit or user.

3. Select a user name from the Select a Field Ordering Officer drop-down list.
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4. SF44 documents can be selected based on a specific Purchase Request or by a
specified date range.

To view all SF44s created within a certain timeperiod, select By Date. Then use the
Start Date and End Date fields to specify the date range for selecting a purchase
request.

To view SF44s associated with a specific PR, select By Purchase Request.
5. Click the Load User’s Documents button.

Documents associated with the user (through the Document Handling feature) are
listed. The document type, comments and creation date are also listed for each one.

6. Mark the Select SF44 check box beside each document to download.

To download all the SF44 documents that are listed, mark the Select All SF44s
check box that appears beneath the list of documents.

4’ DownloadSF44sFol

Select AOR Select Office | CCO-Djibouti

Select Unit ICJTF-HOA CCO (N3654A) i Purchase Request

Select a Field Ordering Officer(FOQ) [McBride, James

Start Date = Saturday | July 14,2012 End Date Monday ., August 13,2012

Selecta Purchase Request N3B54ATTPVTRBMZ

Load User's Documents

Select Document(s):

Order cl d Select Select
Date eare SF44 Receipt

---
N3654ATTWABTS N3654ATIPVTREBM2 | 7/16/2011 | True
N3654A1TWAB20 N3654ATTPVTRBM2 | 7/18/2011 | True
NIEE4ATTWAB21 MN3E54ATIPVTREBMZ | 7/16/2011 | True
N3654AT1TMABODY N3654ATIPVTRBMZ | 8/1/2011 True
N3654A1TMABDS N3654ATTPVTRBM2 | 8/1/2011 True
N3654ATTMABD4 MN3E54ATIPVTREBMZ | 7/31/2011 | True

PIINNumber Purchase Request

Oooooos
O0oooOoEEl

[] Select All SF44's [ "] selectAll Receipts

Close

Download SF44 Form Window

7. Mark the Select Receipt check box to download the receipt for a document.

To download all receipts that are listed, mark the Select All Receipts check box that
appears beneath the list of documents.

8. Click the Save Documents button.
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The Browse for Folder dialog box is displayed.

Browse For Folder

[ I] Desktop
[ EI Documents
4 I] Downloads

. exPressit
[+ E‘l— Favorites
[ Links
ﬂ Music
L NTI-Shadow
IS i Banuing Arhantan

| MakeNewFolder | | ok || cancel |

9. Locate the folder to store the downloaded documents, or create a folder.
10. Click OK.

A confirmation dialog box is displayed.
11. Click OK.

Documents have been saved in selected path.

Confirmation Dialog Box

Lesson Summary

In this lesson, you learned how to:

O Download orders/vouchers
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Appendix A: RM/DA Task ChecKlists

Disbursing Agents and Resource Managers should use the following checklists to complete
tasks. Refer to the referenced page numbers in this training manual for information
regarding the 3in1 features used to complete each task.

Disbursing Agent Checklists

New PA (Action may have been performed by RM) Page v
New PA registers either via the 3in1 web or Workstation application. 9 ]
2 | Approve PA for the role they will perform using “Manage User Roles” (on the Set 49
Up menu)
3 | Update appointment/redeployment dates as required in the user’s profile and 41

upload appointment letters.

4 | Determine if the PA will be allowed to add a cash advance on the device or 41
exchange cash using the device. Provide authorization on the PA’s User Profile
screen.

If DDS is used, complete step 5

5 | Create PA account in DDS N/A!
Disbursing Cash Advanced to PA Page v

1 Disburse cash in local disbursing system N/A!

2 Enter cash advance in 3in1 by selecting applicable PR. 61

(Note: DDS users must add DDS Currency Code, DDS Agent ID, and DDS Site ID in
3in1) for first time use.

3 | If the device has already been issued to the FOO, remind Paying Agent that the 66
device must be synchronized with the prime database to download the funding
information prior to making a purchase.

Clearing PA Payments Page v

1 | After receiving an email notification of orders awaiting clearance/Review, go to 85
the Clearance screen to review and approve/disapprove/flag orders

2 Review all orders to ensure all required information is provided and either 87
approve or flag the order for further action needed by the FOO

(Note: FOO/PA appointment data can be seen under Document Handling Menu)

1 Performed outside the 3in1 Tool
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Clearing PA Payments

As required, download all FOO/PA SF44s for separate electronic file storage, by
selecting Mass Download SF44s from the Reports menu and selecting FOO and
orders by date range or PR number.

If DDS is used complete the following steps 4a-4g

Page
159

v

Flux

If not using DDS complete the following steps 4a-4c

4a | Download DDS Extract from 3inl 93
(Note: Only orders approved by the last DA in clearance flow can be downloaded)

4b | Locate the downloaded file and rename to download.acs and upload it into DDS N/A®
using the CAPS interface.

4c | Process Payments in DDS N/A

4d | After closing the business day in DDS, download voucher number file from DDS N/A®

4de | Upload voucher numbers into 3inl system 103

4f | Asrequired, add downloaded SF44s & receipts from #3 to daily business for 159
submission to DFAS

4g | If foreign currency was used, a 1034 may need to be completed to account for the N/A

All User Actions

4a | Process payments in accordance with local procedures N/A!
4b | Manually enter voucher numbers into 3in1 system using the order look up screen 103
4c | Upload the 1081 to the orders. (If Required) 80

When excess cash has been returned and the agents accountability reduced, the amount of issued cash
must also be reduced in the 3inl system

the PA role under manage user roles. If required, notify the KO to remove the PA
from the device.

(Note: This should only be accomplished after all actions and reviews are
complete for this person or their account information. This may be accomplished
by the RM.)

5 Return excess cash assigned to an agent on the 3in1 Workstation by selecting the 125
cash advance from the Financial Administration screen
6 | If the PAis terminating their role, remove the individual’s access by un-approving 49
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Resource Manager Checklists

Initiating Actions
New PA Page v
1 | New PA registers either via the 3in1 web or workstation application. 9
2 | Approve PA for the role they will perform from “Manage User Roles” in the “Area 49
of Responsibility” drop down
3 | Update appointment/redeployment dates as required in the users profile and 41
upload appointment letters.
Adding a New Purchase Request Checklist Page v
1 | Select PA and input key Purchase Request information (PR #, Amt, identify if cash 55
will be issued against the PR)
2 Enter the Line of Accounting: 56
> Using DDS enter Line Of Accounting by element selecting the Add button
» Not using DDS enter the Line of Accounting in the LOA block as a string
3 Upload the signed Purchase Request form 120
Completion Actions
Clearance Checklist Page V'
1 | After receiving an email notification of orders awaiting clearance/review, go to 85
the Clearance screen to review and approve/disapprove/flag orders
2 | Review all orders to ensure all required information is provided and either 87
approve or flag the order for further action needed by the FOO
(Note: FOO/PA appointment data can be seen under Document Handling Menu)
3 | If required, download all FOO/PA SF44s for separate electronic file storage, by 159
going to the Mass Download SF44 from the Reports menu and selecting FOO and
orders by date range or PR number.
Decommit Excess Funds and Close Out Purchase Request (PR) Page v

When excess funds against a PR have been decommitted in the accounting system, it should also be
decommitted in the 3inl system and as required the PR should also be closed out.

1

De-Commit excess funds from the 3inl1 workstation PR Administration screen

(Note: The action will be initiated by the workstation and once the device is
connected again it will confirm that funds are available for decommitment. If
insufficient funds are available on the device the action will not be completed

105
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and reconciliation will be required between the PA and RM)

2 | Once all available funds have been expended against a PR, the PR can be closed 115
out select the auto close out button if the PR should be closed out after
decommitment.

3 | Asrequired, download all FOO/PA SF44s for separate electronic file storage, by 159
going to the Mass Download SF44 report from the Reports menu and selecting
FOO and orders by date range or PR number.

4 | If the PA is terminating their role, remove the individuals access by un-approving 49
them under manage user roles.
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Add Purchase Request Worksheet

The following information is used to manually add a purchase request using the 3in1 Tool
Workstation. Complete the worksheet before logging in to the 3in1 Tool Workstation, to ensure
you have all the necessary information.

Purchase Request

Assigned to (FOO or
Paying Agent name)

Purchase Request
Number

Description

Finance Type
(Cash or Cashless)

Amount

Currency

Line of Accounting

Dept. Code

Fiscal Year

Basic Symbol

Limit

Operating Agency

Allotment Serial

Program Element

EOR

DPICd

APCCd

Standard Document

Fiscal Station

3in1 Tool Workstation — Purchase Request Worksheet Page 1 of 1



Cash Advancement Worksheet

The following information is used to issue cash advancements for purchase requests in the 3in1
Tool Workstation. Complete the worksheet before logging in to the 3in1 Tool Workstation, to
ensure you have all the necessary information.

Cash Advancement Information

For First Cash DDS Agent ID
Advancement

Only Purchase Request
Number

Currency Code

Currency

Exchange Rate

Amount

Sequence Number

Advanceable Amount

3in1 Tool Workstation — Cash Advancement Worksheet Page 1 of 1
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New SF 44 End-to-End Process

KEY Page 1 of 4
' Manual Process [i] Manual System Input
. Physical Action Jin1 Device
3in1 Workstaton | DDS ShowsCash) . Reantars Process at
I:I System Process | Advance io PA Step 7B
DDs |
- Document ‘ Decision |
|
|
|

PA Registers
In 3ind
KO Sets up
AOR in JCCS
-RCC
-FO Prime Database Data is
-F;:rgcromnl Contrals Downloaded to Device
-Sets Clearance Flow
-Regisiars New
Devices an 3in1
Workstation
3in 1 Provisioning
Process: KO
-Appohis FOO FOO Sg"n on
-Assigns PIIN Block Device and
-Selects Prourmnt Downloads
Contols Provision Data
c -Selects Davica
L _Selecis PA
Q
<L
5
p . a = . = -
2 At Post/Camp — At Main Base = AtCamp
"g g 2
& { i
S [ -
(=3 . 5
c% Step 0 Step 1 Step 2- Train and Equip FOO & PA Step 3
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New SF 44 End-to-End Process
Page 2 of 4

d Manual System Input

KEY

' Manual Frocess

@ Pysical cion ® 3in Device
D System Process

m Document

din1 Prime Database (3in1 Module on JCCS)

Aim1 Waorkstation

P f f i f

Decizion Data Data Data Data
Transmitted to Transmitied fo Transmitied to Transmitted to
Prime Databasa Database Prime Database Prima Databasa
A [ 3 ry
System
—*| Calculates
Amount to be
Selects Fund / D
unds Equivalent
& Vendor, Inputs Unit| | —»| Gov't Rep Basad on
1o Furnish, Item
Desc, Qty, UOM,
Price
Shopping List
Feature: ¥
List of ltems to P Digitall
Device will Calculate Physically |— aiatly -
F;;Tirmsa may Amt Total and Signs for Signs Dawuabafur
nput into Dacreass Funds Goods en Amount to
Device Device Screen Paid
Itﬂl'lﬂs} /’l””
Verified
against  — FOO Awards Order |
Canirols with Digital Signature
c
i)
3]
=T
E E
c
m
-% At Camp = larket At Camp
S
o Step 6 -
2| Step4-1D ltems Step 5 — Purchase Process Clearance
o Preparation
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New SF 44 End-to-End Process

(Example of Clear/Review Process. Actual Flow
can be tailored for operation)

KEY o
- System Cutput U Manual Process
] Manual Input @ Prysical action

Page 3 of 4 5t Dot
in = FTec ]
8 P
3in1 Workstation IZ\ yetem Frocess
DDS Document
SF44
Systemn System
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Appendix C: End-to-End Process Diagrams
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Appendix C: Acronym List

Appendix D: Acronym List

The following table provides a reference for the acronyms for terms that are used in this

guide.

Acronym Definition

ACSA Acquisition and Cross-Servicing Agreement
AOR Area of Responsibility

CAC Common Access Card

CAPS Computerized Accounts Payable System

CO (KO) Contracting Officer

Cocom Combatant Command

DA Disbursing Agent

DBSAE Defense Business Systems Acquisition Executive
DSSN Disbursing Station Symbol Number

DDS Deployable Disbursing System

DECC Defense Enterprise Computing Center

DoD Department of Defense

DoDAAC Department of Defense Activity Address Code
EDA Electronic Data Access

EMMA Enterprise Monitoring and Management of Accounts
ESN Electronic Serial Number

FAR Federal Acquisition Regulation

FOO Field Ordering Officer

FO Finance Officer

FOUO For Official Use Only

GCPC Government Commercial Purchase Card
HTTPS Hypertext Transfer Protocol Secure

JCCS Joint Contingency Contacting System
JTF-GNO Joint Task Force - Global Network Operations
PA Paying Agent

PIIN Procurement Instrument Identification Number
PBO Property Book Officer

PO Purchase Order

PR Purchase Request

RCC Regional Contracting Center

RM Resource Manager

SDA Secured Digital Authorization

SF44 Standard Form 44

SMEs Subject Matter Experts

SOCOM Special Operations Command

uIC Unit Identification Code

XML Extensible Markup Language
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